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An original charge to NCHEMS was to develop a set of procedures and definitions that would 
enable peer institutions to cornpare information about tl:ieir resources, activities, and educational 
outcomes. To fulfill this responsibility, NCHEMS developed in the early 1910$ what eventually ' 
became knoWn as the Information Exchange Procedures (IBP). Though lEP was generally ac- 
cepted by colleges and universities, one sector of higher education— the major research universities 
—expressed reservations as to the applicability and validity of the procedures to their situation. 
Thus in early 1975, several of them petitioned the NCHEMS Board of Directors to reexamine 
certain portions of lEP from their perspective. - 

A task force representing the major research universities was subsequently appointed by the 
Board. Two working groups were formed—one to focus on the costing methods contained in lEP 
and the other on alternative approaches to,information exchange. The first group, subsequently 
known as the Experimental Application and Analysis Subgroup, conducted an active pilot test of 
the costing portions of lEP to determine their relevance to a major research university. This work 
is documented in two reports: 

• Evaluation oj the lEP Costing Procedures: A Pilot Study by Six Major Research Uni- 
versities (1979). A report that summarizes the technical findings of six major research 
universities based upon tieir experience in implementing NCHEMS Information 
Exchange Procedures. Panicipating in the s"iudy were the University of Colorado, 
University of Illinois, University of Kansas, Purdue University, State Universi tv ofe. 
New York at Stony Brook, and the University of Washington. ' 

• Technical diary of the Major Research Universities ' Pilot Test { 1 979). A step-by-step com- 
mentary on the implementation and analysis of the NCHEMS cost-study procedures. 
Modifications to adapt the procedures to major research universities are included as part 
of the advisory-group recommendations. 



Vii 



8 



The second group, known as the Measures and Definitions Subgroup, examined alternative 
approaches to information exchange among major research universities. Its work, largely concep- 
tual in nature, was developed by representatives from public and private univefsities, including 
Stanford University, State University of New York at Stony Brook, University of California at 
Los Angeles, University of Michigan, and University of Rochester. Their report is entitled Infor- 
mation Exchange Procedures for Major Research Universities: Alternative Conceptual Apptoackas 
(1979). . .< *- . 

Together, these three documents constitute the. final report of the NCMEMS Major 
Research Universities Task Force. NCHEMS is indebted to the participants in this project for 
their contribution of time and energy. While substantive conclusions were not reached in all 
aspects of the study, significant progress was made in exploring the issues surrounding informa- 
tion exchange among major research universities and, iri some instances,. in suggesting tentative 
solutions to the problems. We publish these reports in the hope that they will help other univer- 
sities that want to undertake similar comparative studies, 

* 

r-.» ^- Ch^berlain 

Chairperson, Board of Directors 

' > \Ben Lawrence , 

, Executive Director 

Jim Topping 
f Project Director 
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INTRODUCTORY NOTES BY THE ADVISORY COMMITTEE 

i 

> ' / 

The Major Research University-Information Exchange Procedures (MRU-IEP) project has as its 
{Purpose developing information exchange procedures to improve the management of this im- 
portant class of institutions. The major research universities became a separate focus within the 
IE? project because oJ* their complex functions, particularly their research missions. In developing 
the following procedures, the project staff and Advisory Committee were aware that the project 
could miss its mark if the particular needs- of these institiiilRns were not addressed. 

In developing these procedures, we paid particular attention to: ♦ 

• The nature of major research universities 

• The role of management in these institutions 
Information and its interpretation . ^ ^ 

• Information exchange and comparability 

By discussing these topics here, we hope to describe the purposes^of the project and to alert the 

reader to the kinds of judgment required in, using the procedure. 

' ■ ■ \ • 

// 

In looking at the distinctions among major research universities, we identified two that were 
important in our considerations. One of them loomed large indeed. Perhaps the single most 
management-relevant dwacteristic of MRUs js the wide distribution and deliberate decentraliza- 
tion of both intellectual authority and operating responsibility. This is, in tiirn, predicated on the 
central role played by the faculty and on the multiple features of that role. Indeed, institutional 
purposes are largely elaborations on the duties of the faculty, succinctly but accurately stated in 
this excerpt from the Statutes of the University of Cambridge: 



r 
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The University duties of faculty members are to devote themselves to the advancement of • 
knowledge in iheir subjects, to give the students instruction in those subjects, and to 
^mote the interests of the University as a place of education, learning, and research. 

This characteristic means that universities are as much settings within which education and 
research go on as they are organizations responsible for teaching, conductin^research, and cer- 
tifying learning. As- organizations, fhey have as large a stake in the inttllectual independence of. 
faculty arid students as they do in cuhural transmission,' curricular coherence, the effective ^se of 
resources, and' social progress?^ . * - 

A second distinctive feature of MRUs is the unification ofBbtH teaching and research ob- 
jectives for both individuals and organizational units. So close is the coupling of these functions- 
ihdeed, so close at^iines that different functions cannot be distinguished-that facts or informa- , 
tion can only be properly understood in a larger context. The importance of this methodological 
stricture is often overlooked. The natural tejidency of information systems is atomistic; they aim 
at reducing a whole to its smallest parts, thereby altowing maximum Hexibility^n the recombina- . 
tions of those parts to display alternative interpretations. This natural tendency, however, is not 
always legitimate. If two aspects of somtthing must bothbt present in order to represent it truly, 
then no intellectual purpose is served by reducing this union to its separate parts. In analyzing 
universities, this problem has come to be called the problem of jointness: when a library book 
'serves both a research ^nd a teaching objective, or when a professor in conducting r^esearch is also 
teaching a studem, the ftmctions^are unified, are joint, and the frame of reference must marry ^ 
(not divorce).them ii«order for information about library books or the ways in which profess^^s 
' ■ spend their time to convey meaning. In short, the direction of analysis must be integrative rather 
than reductive. The temptation of obtaining smaller units of analysis must be resisted since its 
price is often the destr\^ction of meaning. 

What these two distinctive features (fs'well as others not rnentloned) mean is that the structure 
of major, research universities has evolved into a setting in which creative work can prosper. No 
one we knew would argue that this evolution has produced a perfect, inviolable structure; but 
neither is it reasonable to suppose that the present form of major research universities is fun- 
■ damentally flawed, ill considered, or unmanaged. The situation is rathe? one in which there is 

room for improvement, for which institutional initiative is the most promising means. 
i 

III 

In considering the nature of management in major research universities, we found three paP-. 
ticular sets of considerations useful. The first deals with the relative newness of management as a 
subject for deliberate and systematic attention in major research universities. 

Because of their size and complexity, major research universities present a many-sided 
— opportunity to manage well. Because there is yet neither a well-developed art nor science of 

• • university management, an ordered array of proven and useful information cannot be defined. At 
present, exchangeable information should be viewed as a means to improve university manage- 
ment. We expect therefore that the lEP will develop through trials, feedback, and revision, and 
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furthermore, that institutions using them will be able to identify more eflfectivg practices and 
adopt them. The fonnats and procedures that follow have accordingly been tested through actud 
use and will, we hope, continlie to be treated experimentally. We have sought to structure the. 
first word (sometimes a second word), but certainly not the last word in how information can be 
prepared and compared to help institutions. 

The second set of considerations deal'with ifeP as a management tool in the kinds of settings 
described above,' in which authority and responsibility are distrij>uted and shared throughout the 
institution. The tools that work best in such situations are diagnostic, ones that focus or reinforce 
critical perception and thus engage and inform the responsible persons in a dialectic that 
converges toward a decision. The attempt to develop tools or use them in way0hat are definitive, 
that is, in ways that by themselves serve to settle a matter or resolve a state of uncertainty, is 
foredoomed, institutions grounded in the deUberately wide distribution of institutional know-how 
and know-why necessarily depend heavily on the judgment of qualified persons. Information is a 
companion to judgment, not a substitute for it.' »- 

One of our' intentions, then, in developing information exchange procedures was to provide a 
means to advance institutional purposes by providing information with diagnostic or indicative 
value. The procedures by themselves cannot produce jjrecise results or refined meanings. The 
* test of their value will lie in their utility, and our aim has been,, as we note above, to bring them 
to the point where that value can begin- to be realized. . . 

We have, in our third set of consideratioi^, pondered the value of exchanged information for 
purposes of acco\mt ability. The' concern 'for accountability in higher education has increased 
greatly in recent years, as resources have become more scarce and as more difficult allocation 
decisions must be made at both state and federal levels. In discharging our accountability re- 
sponsibilities, however, we must be wary of the' potential for misuse and misunderstanding 
inherent in data comparisons. Information can, as we note in the next section, acquire apparent 
importance merely becauSe.it exists. Data alone, however, do not necessarily reflect the local 
purposes, conditions, and traditions that must be understood to explain adequately the grounds 
for institutional policies and practices. Even with a single institution, to meaningfully use com- 
parative data' one must^be aware of difierences among units and of contin3j|ing changes. Inter- 
institu?ional comparis<^ns become vastly 'more complicated and must be undertaken only with 
the greatest understanding and care.^uch data, then, are open to potential misuse, intentional or 
unintentional, when they are supplied to external agencies, unless their use is accompanied by 
informed consideration of the programmatic and qualitative differences among the units or 
institutions compared. On the other hand, exchanged information can, as the very existence of 
the lEP project demonstrates, be a useful tool in a comparative evaluation by an institution of its 
own performance. That aspect, however, must be seen within a larger context, so that all who 
listen to reports or research judgments about performance can put the exchange information in 
its proper perspective. 

In short, we have been concerned here with a double fit; first, the fit of lEP with the manage- 
ment responsibilities found in major research universities; and, second, the fit of management 
responsibilities with the nature of major research universities themselves. 



•» Of paramount concern in any proghiqithat collects data and transforms them into informa- 
tion and evidence is attention to concepmkMructufe. By jonceptuat structure we mean the 
framework within which' terms and fact have meahqig. We have to know what we are looking for 
before we can know whether we have found it. Whetfe^we are talking about academic programs; 
fmancial categories, or the outcomes of teaching and research, we must be clear about our cate- 
gories, our conceptual structure, before we start to tally and exchange counts of instances of 
institutional activity or performance. 

An important corollary is that facts and information are seldqm neutral. Since not everything 
of value can be counted, a fed flag goes up, immediately warning against misplaced emphasis, 
against overemphasizing information that can be quantified and overlooking dther companions 
to judgment, such as-experience and purpose. This danger must be recognized in an information 
exchange. 

. In structuring the terms and formats that follow, we have attempted to minimize bias and 
render the information objectively. The uses to which information may be put are primarily 
functions of »ie internal management needs of an institution, rather than facts that purport to 
ctescribe objectively the operation of an institution. 

- ■ . V ; ■ 

Comparisons highlight both similarities and dissimilarities among the things compared. The 
more traits two objects have in common, the more meaningful the comparison. For example, an 
apple and an orange can be compared with regard to weight, shape, color. Vitamin C content, 
and so forth. As long as both pieces of fruit can be measured on a common scale with regard to a 
certain characteristic, a valid comparison can be made. It is only when one of the objects contains 
a different set' of characteristics that comparisons are rendered invalid, or at most, less than 
useftil. This fact underiies the separation of the major research universities from the broad lEP 
project. It is the same fact, moreover, that makes us mindful of the difference even among, the 
major research universities. 

In exchanging information among major research universities, there are at least two dimen- 
sions of potential difference that will influence the form arid function of results: the differences 
among institutiofts themselves and those among their parts. Institutions can be distinguished by 
their governing structure', source of financial support, ratio of graduate to undergraduate 
■ student, land-grant status, number of professional schools, ratio of external research funding to 
total funding, coordination of scientific facilities, and so' forth. 

Subunits are paradoxically less comparable than the institiitions of which they are a part. For 
example, two universities that seem to have similar overall characteristics may have departments 
of economics, schools of law, administrative offices, or libraries that have received diff^ent 
degrees of emphasis and play different institutional roles. Before making comparisons among 
them, therefore, one will need to establish sub^nit comparability independently of overall in- 
stitutional likenesses. 
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It is purpose that gives significance to information exchange. What we have developed here 
is a set of instruments or means useful in serving the purpose of improving the internal manage- 
ment of institutions. In this introduction, we have emphasized the importance of the pur^^ose to 
which information is put. Often those who do not work regularly and closely with management 
information confuse means with ends. They imagine that data- can be used independently of a 
conceptual structure that must itself he critically evaluated and they assume that information 
that seems authoritatis^e can answer questions whose underlying assumptions have not been 
examined. 

By facilitating information exchange among major research universities, this procedures 
manual will, we hope, tontribute to their more effective operation. These procedures .can help 
staff collect information with which they challenge assumptions about institutional furibtioning. 
As another instrument in a growingTpventory of management techniques, the procedures will, 
we hope, aid officers and administrators of major research universities responsible for the stability 
and quality of their institutions. 4 > 

Members of the Advisory Committee: 

Ray Bacchetti, Stanford University 
Carl Carlucci, SUNY-Stony Brook 
* Adrian Harris, UCLA 

Don Lelong, University of Michigan 
Rich Richmond, University of Rochester 

I 

I 

Organization of the Manual 

The formats and definitions included in this manual, are organized around the information needs 
of an academic department or other academic unit. They include information about depart- 
mental programs, students enrolled in those programs, personnel engaged in the departmental 
research and instructional activities, and finances and other resources needed by the department 
to^lfill its academic mission. In addition, there are a few formats that an institution can use to 
describe its academic support functions!^ such as its libraries, museums, galleries, and computing 
services. Together these formats and definitions constitute the concejjtual structure of the infor- 
mation to be exchanged. 

The data formats were designed to be internajly consistent. Such consistency is an essential 
characteristic of an information set that will be of maximum use to the academic administrator. 
An important ingredient of internal consistency is a common time frame for all data formats. 
{For example, it would be misleading if a portion of the student section were completed at the 
end of the first academic term and the rest of the data represented , a fiscal-year summary.) The 
designation of the time period also becomes important in the building of longitudinal data using 
the MRU-IEP formats. The time periods relevant to the academic calendar are the end of the 



acadeipic terms, of the academic year, and of the fiscal year. Each participant in thHnformation 
exchange should clearly state the time period for which the data are collected. ^ 

Another concern for internal compatibility is the distinction between budgeted and actual 
expenditures or resources. Budgeted personnel or expenditiu-es refer to planned resources or 
positions for which no firm commitment has been made. Actual personnel or expenditures are 
resources already committed or expended. In essence, budgeted is before the fact; actual is after. 
' Eacli participant should keep this basic distinction in mind when completing the formats, par- 
ticularly in the personnel and financial sections. 

The academic unit or level for which the information is reported is another important con- 
sideration. The formats in this manual are designed primarily for the individual department. 
However, in all cases, it may not b^possible or practical for an individual department to complete 
some formats, because the information may be maintained by the Dean's Office or the Office of 
Institutional Research. In these cases, the division, school, college, or perhaps the entire insti- 
tution becomes the reporting unit. Again, for internal compatibility, the academic unit for which 
the information is reported should be the same throughout the data formats. Exceptions to this 
procedure should be carefully, noted. > ^ 

The data formats and definitions are organized into seven maj6r categories: 

• Program statement / 

• Student information 

• Personnel information * 

• Finance information - 

• Instruction measures 

• Rese&rch measures . . 

• Academic Support mformation 

AMef discussion of each area follows. 

Program Statement The MRIJ-IEP Advisory Committee regards this as the most im- 
* portant section of th^ information set, because of its conviction that data cannot by 
themselves sufficiently describe the cdmplex functions and activities of the major 
research university. Thus in its program statement, the reporting unit should discuss: 

• Degrees offered • ' 

• Areas of specialization 

• Goals apd objectives of tftie academic unit 

• Goals and objectives of the instructional programs, 

• Degree requirements 

• Interdisciplinary relations 

• Relationship of other institutions or campuses 

• Student -related policies 

• Faculty-related policies 
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• Speci§i facilities \ v 

• Administrative functions , ^ 

• Sfxcial funding arrangements ^ 
' ■ • Other special program characteristics 

Developing such a program statement facilitates the interpretation of data. 

Student Information, This section is concerned with information about students. 
S{^ific folrmats describe demographic data (age, sex, andithnic status) for full- and part- 
time students by student level; headcoimt enrollments by terms by student level; degrees 
awarded; graduate-student fmancial ^id by typt (and by student level); undergrlduate- 
student fmancial aid by type; and tuition, fees, and expenses by student level. 

Personnel Informatwn. This sectiori is concerned with providing personnel information 
according to the manpower-resource categories. Information is provided about persons 
engaged in teaching and research. Formats in this section pertain to positions actually filled 
or those that .are funded but not filled. These formats are headcount and ET£ staff by 
employee categoiy and by funding source; characteristics ofiull-time instruction/research 
prof^ional staff by tenure status; and average salaries and comfKinsation of instruction/ 
research professional staff by tenuie status. 

Findnciai Information. This section contains information about the expenditures for 
academic units and about expenditures and personnel for different support areas 
(academic sufJport, student-service support, and institutional support). The formats 
require that expenditures an(f penidnnel data be described as actual or budgeted and that 
funds be described as genial (hard dollars) or external (soft dollars). The specific formats 
in ti^s section cover current iunds expenditures for academic imits, academic-support 
jcxpcnditures -pnd'pcrsonnel, student-service support expenditures and personnel, instjtu- 
tional support expenditures and personnel, ciurent funds revenues by source, and 
columnar balaiice sheets 

Instructional Measures This section contains instructional measures pertaining to 
faculty workload and student use of an academic imit. Specific formats in this section 
descrilx measures of class size by method of instruction by student level, distribution of 
sftident credit hoiu^ taught by student level, and FTE instructional staff by rank by 
activity leVel. ' \ • 

Resmrch Measures. This section is concerned with providing quantitative measurej^ 
related to external grants and contracts according to their primary purpose— research, 
training,»or other. The formats include information about grants and contract applications, 
awards, expenditures, personnel, and graduate studentsaccording to the sources of funds. 

Academic Support Information. This section contains descriptive information per- 
taining to three academic support functions— libraries, museums and galleries, and com- , 
puting support services. Formats describe measures of holdings, circulation, utilization 
rates, staffing, and income and expenditures. 
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The MRU-IEP Advisory Committee discussed several other topical' arflas bUt did n^jt include 
hem in the information set for. the /easons stated below. These areas inc/udC'^'easvirls relating 
to instructional md rese^ch outc0mes, unit costs, ■ medical educ^tion,/ektensiOn ,^eFyice» and 
aduh and contiujupig cdupati^. ; : ^ / / / ir ^ 

^i'y- / , - " ' /:-■/'■ V- ■ ^ 

Outcofhes Data. The measurement of postsecondary oiitcomes is ytill in an early 
stage. Nevertheless, measures 6f the outcomes of education do ciist. For sfeveral years, 
NCHEMS has been working to devel<^p and refine these i^Ssures and ^\ continue to 
do so. At present, the Center is tailorhig the outcomes section of lEP for major research 
universities. Because of thii separate efHart, the Advisory Committee decided not to include 
an outcomes section in this publication. \ 

'Unit Cost Data. In discussing the merits of including unit cost data in the informa- 
tion s^, the Advisory Committee decijded that,, given the present.^tate of \he art in 
developing and interpreting iinit costs, sUch inclusion could prove more mislea^ng than 
• enhghtening. Unit costs are in fact ^imposite measures of many of the elWiental 
measures already included in the information set, such as average faculty salary iW rank 
(format C.3), class-sizt information (format E,l), and faculty-staffmg measures (format 
'E.3). The Committee feh that producing W single composite ratio, such as a unit tost,. 
- • • would focus undue attention on this single^iumber and that the underlying compon^i!^ 
i of the unit cost 'might be overlooked. ' » \ 
' ' Medical Education Data. The American Association of Medical Colleges ^(AAMG) 
' is at present collecting extensive medical eckication data for the AAMC Institutional^ 
Profiles System Data Base. Thiis data base contains over 8,000 data items covering these 
major topics: , \ % 

• Facilities ' • FiVancial aid 
, • Student enrollments , • Faculty 

' ' -Revenues • Supi^rt staff 

• Expenditures ^* Salaries 

• Curriculum • Censuidata, . 

The Committee felt that there was no need to duplicatevthe extensive effort of AAMC in 
developing data about medical education^ \ 

Extension Service Data. Data about extension serviW activities, like those about 
medical education, have been collected and organized into\a data base. These bases •are 
maintained by the Extension Service Division of the U.S. Debartment of Agricuhure and 
held in the. Extension Management Information System (EMIS). The Committee felt 
that institutions should use this existing system. \ 

Data on Adult and Continuing Education. Data and reporting tormats about adult and 
continuing education need to be developed. At present, several national groups are working 




to detenninc comparable waj^ of defining and describing activities in adult and continuing 
education. Recognizing this as a major task and one not of primary concern to the project, 
the Committee decided not to include iheasures related to adult and continuing education. 
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fROGRAM STATEMENT OF THE , 
DEPARTMENT OR OtHER ACADEMIC UNIT 



Institution MaaoT Beaegpch Vniver^situ 
I "^Academic Unit Chxidmte Sahool of Manmmment 

Date Juty 20^ 1976 



Degrees Offered : List the names and types of degrees offered by the academic 
unit. / • . 

Example ; . : 

♦ 

Idaater of Busineee AdmniatTation (MBA) 

MS in Managemsnt « 

01. D. in Iksmgemmt 



Areas of Specialization : List the programmatic eittphases within each of the 
degree offerings. 

Example: • « 

degme programs are meigned to foster an appropriate balanae betueen. 
epeoialisaikon and integration. The fCetda of spedalimtioh Hated 
heloia £cne specified formally at both the master's and dootoral levels^* 
Eck^ex^r, students are enaovraged to develop individualised study progrma^ 
with 'the guidance of a faculty admsor. ^ > 

Aooounting and Information Systems . , 

Acaountinff-Hnanc^ 
' Behavioral Soient^ ' ^ ' 

I Business Economioa, 

Computers and Information System 
Fi^mnoe 

IndustHal Relations / 
International and Comparative Management Studies 
tSi Mcenagement in the Aris 

Managemmt Theory (Doctoral) 
ISanagemmtf General (Master's) 
Marketing 

Ope^tions Fesearah 
Socio-'Teahnioal Systems 
Urban Land Economics 
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Goals/Objectives of the Academi^ Unit : State the intended or desired outcomes 
* for undergraduate and graduate students enrolled in instructional programs 
offered by the academic unit. Also include a separate statement descnbifig 
substantial research and/or public service efforts conducted within the 
academic unit. ' ^ 

Example : 

In 1971-72, the Gm^te Sahaol of Managemsnt asaompHBhed BubBtmiial 
^vision of its program and redefinition of its objectives. These 
ahmges included a change of name from the former Qra^duate School of 
Bminess Adnrinistration^ in onier to better refleat the new emphasis 
The new professional master ' s program Was developed to met the needs 
of today 'a husinees and other organimtians^ by stressing the concept 
of the manager as a "professional.' The MS .was al$o redefined to include a 
greater research'' emphasis and to constitute a first step toward the Vh.D. 

The overall objective of the Graduate School of mnagermit is to prep<u^^. 
capabUt self-confidmt, welUtrained professional managers with spec^fio, 
specialised skills and an overview of the environment within which they 
will be applying iihose skills. They will be competent for management • 
of business as well as management of other private and public sector ^ 
. institutions. The concern with management in- all types' of organizations 
has led to a variety of interdisciplinary program, including ones in 
■ comprehensive health planning, hospital aSrinistration, public-health ■ 
services, 'and arts management. In addition the School ^s mission is to 
discover, disseminate ^ an^ build the body of consequential hu^ledge to 
cape with the central, cHticah^ ever-increasing probleffis facing manage- 
ment of business ae well as other private and public-skq;^r organizations 
in a complex environment. I ' 

Flowing from this are the following more specific objectives: 

^Prepare .professional specialists who have the broad perspective ^ 
the depth of specialty competence, and the ability^ ito engage 
effectively with others in a variety of organizatid^l settings 

\ 

^Prepare schotars who will perform research and teaching in both 
organisational and acadjemic settings 

°Provide learning programs for managers of all types of organizations 
' as appropriate to their needs throughout the%r careers 

• ° Contribute to the advancement of the art and science of management 
through programs of significant stuc^, including basic research 
into fundamental problem of science that bear 'on management, 
discovering and developing methods for the application of such 
knowledge, and action-oriented research dealing with important 
contemporary problems 
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Goal s/Objectives'^of the Instructional Pr^oghains : A statement of intende^i or 
" des i re^">outtom§s specifically directed toward the individual degree 

offerings, both undergraduate and graduate, of the academic unit. Please 

be specific. 

Example : • 

The imtruotianat px^gi^csm lead to the MBA or to the MS and 
• dBgveee. The professional master ^s program^ leading to the MBA^ 

p^eparee students for careers %n management and management-related • ; 

specialties. The aaademia master ^s program^ leading to the cmd . ^ 
the doctoral program ^^^ading to the Ph.D.s prepare students ^ conduct 
siJbstantive researdh. The MS and Ph.D. program lead to careers in ^ 
university teaching and research or as staff specialists in business 
firms and other organimtianB. 

m 

The Professional UcL8tev*8 Procpxm (MBA): 

Speoifio objeativee of the pr.ofesBion^t master's progrcm include: 

n^^Frdblem identification and formulain^-^-^c^teTmining wha^ the 
. relevant problem a;re^ evctlimting what should^e _dane and why, 
and choosing or designing effective methods for doing so . ' 

^choosing methods of analysis thai fit the complexity and 
consequences of a problem - 

^ing familiar wii^ available technifjues for solving managerial 
problems, including a thorough c^reciation of their linritations 

^Acc^pting mcertainty and acting in thi fdc^ of it^when the time and 
coet required to is^hieve certainty are too great or are unattainci>le 

^Working with and through other people in various phasep of management 
activity, (W well as designing and operating systems that maximize 
team performcptc^ 

^Setting up organisational arrangements that will encourage 
individuals — both managers and other participants — to formulate 
their awn. plans, actions, programs, and controls 

^Knowing when to call for aasistande, either expert or experienced, 
and how to integrate such assistance into accomplishing the task 

^Learning about one^s self, evaluating^ one ^s awn professional p^rfor^ 
mance^ and taking steps to oprredt one <^ deficiencies 

^Being cbrmitted to learning throughout a lifetime, and willing to 
discos^ obsolete htowledge and technology in favor of better approaches. 

'^omnmicating in ways that are\riented toward action rather than 
simply transmitting information " " 
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"Recognizing the dynamo nature of orgcmizations and the envirorments 
mtUn whiah they exist and must internet^ ae well as being able to 
recognise and react to important shifts in those relationships 

A special emphasis of the professional master !& program is the integra- 
tion of research^ teaching 3 and professional praatiae. A- serious effort . 
■ ie made to hreak-dom the traditional harriers between the, aUssroom ana ^ 
the world of practice and to encourage research that attends to relevant ' 
problems and enriches the learning experience. Where^'aocess to real- 
world organizations is impossible, business games and other intevaatvve 
experiences are offered in an effort to achieve relevance and real%sm. 

As noted earlier, the professional master's program places stress^ on ' ■ 
tke need for balance between specialization and integration. This is 
done in the belief that specialization is needed not only to gain entry 
to job markets, but that our highly technological world requires persons 
who are skilled in one or more -of the areas in management. On the other 
hand, the need to integrate specialties is equally apparent. The 
professional imster's program seeks to attend to both of these needs. 

The professional master *s program ^leading to the MBA degree is offered 
on a part-time- basis, making it available to the working student. 

The Graduate Academic Programs : 

The academic master's program leads to the degree of Master of Science in . 
Management. The program is designed for students who are interested in g. 
high Uvel of specialization at th^ master's level or who intend to pursue 
doctoral studies. > 

*> ' ■ . 

The ^ doctoral program is intended for mature students with demonstrated, 
intellectual capacity who can make a full-time commitment t<3f academic 
, work. A variety of backgrounds ie encouraged, and applications are 

welcomed fnpm persons with prior work in the various social, behavioral, 
' ' ^and technological sciences, or other academic fields. The^ doctoral 
* program seeks to prepare students for careers in university teaching and 
research or as staff specialists in business firms and othex^ organizations . 

Degree Requirements : List any specific degree requirements, such as entrance 
exams; foreign language proficiency; thesis, dissertation, or research 
project; internship; number of credits and/or academic terms in residence. 

Example ; . ' 

The MBA program requires 56 units of advanced work. The program includes: 
aormon knowledge requirements, which may be met by sxamination or ^ 
appropriate course work; a nucleus of learning experiences required of 
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all Btudents; oonoentpaticm in a particular fi^d of specialization; an* 
integrative studies projeot; and aompvsnehsive examination. No foreign^ . 
language is required,. , . ^ * — 

Integration and breadth otp- jprovided formally through the nuoleus and 
integrative studies projedi .'. The nualeiw aShsists of the folZot)ing 
Qoxcpaes: 

» 

-Individual Deeisiortmaking . * . . 

Managerial Deaisicnrmking ' ; ' 

Complex System: Methods of Analysis 

Complex Systms: Ppogvam Identifioation and Solution 
' Organization Behaifior and Management Proaesses _ ^ 

Policy and Organizqtional Environments 
^ , ' - ' ' ' 

The integrative studies project consists of , field studies in whicih ' three-- 
or fouT'-member teams assist ongoing organizations iif solving px'Ohlems 
of significance. Field studies involve close adntaat with senior ' 
personnel .16^ client firms^ and a faculty supervisor is .assigned to 
each team. 

The MS ^program, includes- prerequisites and a specialiBation in^ eii 
operations research or business economics. Each field of sp^i^^^^^tion 
wilt specify the courses required. A master's thesis must also ^be pompteied 
and my ^erve as the research paper required for the dpatoral program^^ 
The MS is desirable but not required for the Ph.D\ j| 

^■^3%^ doctoral pt^gram in management is an adi^ced ourriaulum that leaMi 
to the degree^of Doctor of Wrilosophy^ in Manaciment. A field of specmXi- 
zation is. reqidredj suppor^d by minor fields. There/ts no foreign 
language reqidrermnt. 

,The doctoral program stresses intensive training in research methodology ^ 
and demonstration of ability in this regard is required in the form of a, 
research vaper that is reviewed and approved tby a faculty reading 
cofmiittee\rior to advancement to candidacy;^ . 

In cori^unct'ibm with a faculty advisor^ the student will develop a program 
of study thatSleade to preparation for the jrtinor and major field examina- 
tions cmd satisfactory completion of the research requirement. 

Following completion of these requirements ^ advancement is based on an 
oral examination that usually addresses^the dissertation proposal. An 
oral defense of the dissertation is required upon completion of the 
disser-Uztiofi. 
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Interdisctplfnayy Relations : Describe all interdisciplinary programs in which 
-the academic unit is a participant. This description should include 
interdisciplinary academic programs as well as research ins.titutes and 
centers. .j 

■ N ■ ^ ' ' • 

Example" ; 

The Graduate School of Management cooperates in the interdepartmental 
program leading to the MS in Cbmprehensive Health Planning.^ It also 
cooperates with th'e College of Hne Arts in a progrofn leading to the 
professional master 's degree (MBA) with a speaialization in arte ■ 
' management. ^ ^ • 

TiJO aonuurrent degree programs are offered in aonjunation with other 
departments. One of these leads to .the JD in Law and the MBA; 'the other 
leads to the MA in Latin American Studies and the MBA. These programs are 
designed so that a portion of the required adurses overj^, thus shortening 
ihe total time to degree for the combined programs. ^ 

Faculty of the Graduate School of Management participate in the 
\ activities of 'several organized research units , including the Western 
Management Science Ins'Htute, the Institute of Industrial Belations, 
the Center ^f of Latin American Studies j and the Institute for Social 
Science JResearoh. % 



Relationship to Other Institutions^ and Other Campuses ; 'Describe any arrangements 
whereby the academic unit shares its faculty or facilities with another 
■ campus or institution or alternatively, where its students may be enrolled 
simultaneo^jsly in a similar 'program on another ^mpus or institution. 

Example : „ . «. 

No such arrangements are currently in effect. 



Student-Related Policies : Describe any policies that the academic unit has 
: » established thardeal with n;1n1mum entrance requirements, affirmative 
' action, scholastic progress while enrolled in the degree programs, 
academic advising, and^such. Please include a description of the financial 
aid available to yndergr^uate and graduate students if this is a function 
of the academic unit. 

Example : , ' - 

Minimum entrance requirements for graduate status at the Major Research 
University are a baccalaureate degree with a 3^0 or better undergraduate 
CPA. In addition^ the Graduate School of Management requires the Admission 
Test for Graduate Study in Business. It is the policy of the University 
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to t^andt all qualified studente without regard to ethnic baakground or 
mae. Students era*oLZed in any master ' 8 \level program must have aompteted 
all requirements within 20 quarterS. Ph.D. students are &speated to graduate 
. within seven and a half years of beginning the program. Most finanaial aid 
is administered by a aentral campus; however, the Sahool does not have a 
student-loan arrangement with a local hank and a few special scholarships. 



Faculty -Related Policies ; Describe policies that the academic unit -has 
established that deal with the hiring of staff , promotion, tenure, 
compensation, affirmative action, and such. Please include a statement as to 
how faculty workload is established within the academic unit, for example, 
norms for teaching, research, public service, and. student advising. Also 
describe the extent to which graduate assistants participate in the 
instructional and research functions. 

Example : . * • 

• 

It is the policy of the Gmdrnte Sahoot of l&xfmgement to i^aruit the 
higheBt'-quatity faculty without regcmi t^* ethnic '^baakground or sex. Pix>mo- 
tion and teniae dBoiaiona are made through a peer-review proaess wherein 
the indim^dual *a performanaes in teaahing^ researckj, and public service 
are given equal donsideration by a c^rrmittee^/Sf the faculty of the School. 
Recormendaticms are then considered ai4ace&si^m.y by the dean, the academia 
, senate s the chancellors cmd in some caaes^ the boar4 of regents. Teaching ^ 
load is deterprtned by the conmlttees in tf2e various subdiscipZinea. T^ere is 
no uniform atcm^hrd for the nwrber of couraea taught; however^ five to six 
per year is not tmcKmncm. Teaching assistants are utilised where needed 
inj^wer-diviaion courses. ^ Readera are available to inatruotovs of courses 
s^h as acoomtings where large amoivits of homework are assigned. Many ' 
atudenta also serve as research assistants , depending^ upon the funds omit" 
able to a given research project. 




Special Facilltlels : Describe the extent to which the academic unit relies on 
^ specialized facilities or equipipent artd the availability of such resources. 
Specifically state if the academic unit houses* its own library, computer, 
museum or gallery, research institute, clinic, oyerseas^study program, and 
such. Also briefly describe the magnitude of eacK special facility in 
appropriate terms; for example, percentage of departirrental budget, number 
of square feet, nuigber of volumes or holdings, number of FTE professional 
staff, type of hardware and its capabilities, and such* 

Example ; , - •* 

Students and faculty make 0xtev($Tve use of the facilities of the Campus - ' 
Computing Network^ which incorporates both batch and interactive equip-- 
ment. The North Ca^npus Node of the Jietwoiik is located physically in the 
Graduate School of Management building. A branch of the Graduate Research 
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' Library is also to oated within GSM. There are several aotive re searcK 
programa under the auspices of Study Centers. These .include (a) The 
Accounting-Information Systems Eesearch Program, (h) Western Management 
Science Institute, (c) Beat Estate and Urban Resources, (d) The BuBtness 

■ Forecasting Project, (e) Research and Dialogue on Business in Society, 
and a variety of other projects. 

Studies in -behavioral science are aided by a Research and Training 
Laboratory, established in 2961 and equipped with audio-monitoring , 
one-way windows, closed- qirauit television, and related items. 

The Graduate School of Management also has introd^^aed a v^ique new fjcaming 
Center that affords' students the opportunity to utilize self -paced {learning 
through audio and video cassettes. The Learning Cent&r allows^MB A students 
to prepare, at their q^m pace, for required proficiency exams in cormon 
knowledge courses. Work undertaken in the Learning Center is supplemented 
by seminars and faculty consultation. 



Administrative Functions : Describe the extent to whicK the academic umt 

] performs relatively autonomous administrative functions, such as counseling 
placement, admissions, and such, rather than relying on central campus 
services. 

Example : 

The Graduate School of Management operates modt gf its own student- service 
activities. With the exception of minimal central record keeping, all 
admissions, counseling, and registration activities are conducted by the 
School. A branch of the central campus placement office is located in and^ 
partially supported by the School. This placement operation serves only 
management students. 

4 

■ , ■ • 

Unique Funding Arrangements: Describe any significant -extramural grants tha^ 
' may have impacted the initiation or continuation of instructional or 
research programs within the academic unit. Also indicate i.f this unit' 
has endowed funds, the use of which is restricted to support programs 
within the unit. 

Example : % 

The Graduate School of Management has been fortunate in attracting signi- 
ficant unrestricted extramural funds. These funds are used only for 
enrichment and as seed money for faculty research. In addition, the 
school has rehently received an endowed chair in accounting. 



ERIc . - 23 



23 



Other Unique Prog»*afnniat1c Characteristics : Include any other information a 
reader should be aware pf befope making programmatic comparisons. 



Example: , 

- V 

The Graduate School of Management also provides a signifiaant service to 
the business aommmity. through its various continuing-dduaation programs. 
These programs are generally available at convenient hours during the 
evening cmd on weekends. They are completely self-supp>orting through fee 
income and are offered through MRU Extension^ the. largest aontinuing- 
eduoaticn program in the country . In coition to regular course work that 
may be taken for credit^ a large number, of conferences, short courses j 
and seminars are offered throughout the y&ar on specifiq^ subjects of 
interest Ho the biwiness conrmmity. An important feature of the continuing 
education program is the f&magement Executive Progranij now in its twenty- 
first year of operation. The Executive program offers a nine-month series 
of lectures and seminars designed for mature executives^ line managers^ 
and staff specialists who wish to expand their horizons and keep abreast 
of new developments in the field of mmagement. Ifhile ths aontinuing- 
editcation programs are self-supporting , they are frequently staffed by 
regular Mmagement faculty g who are compensated separatelfy for this service 
and the School is closely involved in the curriculum development^ and eval- 
uation of these program to insure that high standards of quality are 
maintained. « 
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Q Full-time Headcounjt Enrollment 

□ Part-time Headcount Enrollment 

□ Full-tlme/Part-tlme Headcount Enrollment Combined 



STUDENT INFORMATION 
DEMOGRAPHIC DATA 



Institution 



Academ-^c Unit 
Time Period 







Degree/Di ploma/Certi f 1 cate Student 




Nondegree/ 




Descriptors 


koi^^r 
Division 


Upper 
Division 


First 
Professional 


Graduate 

I 


Graduate 

T T 


Post- 

uucrora 1 


Residents, 

Interns , 
and Other 


Nondiploma 
Noncertlflcate 
Students ^ 


Total 


17 years or younger 


• 














» — 




18-20 years ' 




» ■ 
















21-24 years 




















25-29 years 





















30-49 yearrs. 




- 
















50 years or older 




















1 

Total 




















.Hale 




















^Female ^ 




















1 0 UQ i 




















American Indian or 
Alaskan Native 




















Asian or 

Pacific Islander 




















Black, Non-Hispanic 




















Hispanic . 




* 
















White, Non-Hispanic 


















— ^ — - ■ ■ ■ — ^ 


Nonresident Allen 


















f 


Not reported 




















. t , — 1 

Total 
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, * * HEADCOUMT ENROLLMENTS 



Institution 



Academic Unit 
Time Peifiod 



V 



Degree/Dlploma/Certlflcate Studer?ts 




Dates of Terms 


Enrollment 
Status 


Lower 
Division 


Upper 
Division 


First 
Professional 


Graduate 
I 


Graduate 
11 


Post- 
doctoral 


Residents, 
I n-terns . 
and Other 


Under- 
. grciduate 


Graduate 


Total 




Full-tf^ 


/ 




















Part-time 










1 












Total 
























Full-time ' 






















Part -til me 






















Total * 




















— ^ 




Full-time 






j_ 
















Part-time 




* 


















Total 
























FulUtlme 






















Part-time 






















Total 
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• definition's and yiSTRUCTIONS (B^ and B.2) ^ 

4 

0 

Definitions : ' • 

Full r time Students : Those students, regardless of the level Of the program, registered for at least 75 percent of a 
""^ " normal load requ-ired to complete a student' s. program or course of study within the normal time. 

Part-time Students' : Th'oje students who are registered for less than a full-time load. 

Ctegree/Di pi oma/Certi f i cate Students : Students who have been admitted to a general or specific course of study or 

program at the completion of which a dggree/diploma/certificate is awarded, by the institution. 
Students who have not yet declared a major (indica^ted the specific course of study they will 
follow) should still be classified as degree/diploma/certificate students. 

Cotenninal -Degree Stuilents : A student who is simultaneously working toward two or mope degrees. Cotemyinal students 

should be reported in only one student level. However, a footnote should reflect the'number of 
coterminal students included withina particular category. 



Student Levels: 



Lower Pi vision : This category includes all students who are enrolled in programs leading to an 
associate degree (including three-year associate -degree programs) or in undergraduate occupational 
or vocational programs of three years duration or less, and all other undergraduate students who 
Jnaye earned less than 50 percent of the 'number of academic credits normally required for a 
#fqur-year bachelor's degree (typically classified as freshmen or sophomores). 

Upper Division : This category includes all undergraduate students who are not in associate- 
decree or occupational -vocational programs and who have earned 50 percent or more of the academic 
credits normally required for a bachelor's degree (typically classified as juniors and seniors). 
Includes students in years three, four, and five of five-year bachelor's- degree programs. 

First Profession al: This category includes all students who are pursuing any one of the following 
first p rofessional degree programs: M.D.; D.O. ; LL.B. or J.D. (if J.D. is the fi rst-profes- 
sional degree); D.D.S. ; D.V.M.; O.D.; B.D., M.Div. or Rabbi; Pod.D,. or P.M. Students enrolled 
in undergraduate preprofessional curricula and students in the first two years (corVesponding 
to the undergraduate freshmen and sophomore years) of integrated graduate-professional -degree 
programs should be classified as lower division and not as graduate-professional students^ 
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Definitions: 
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DEFINITIONS AND INSTRUCTIONS, (B.I and 8.2) - Continued , 

'.'it 

Graduate I: This category includes all students who hold a bachelor's degree or \he equivalent 
(or a first-professional degree) and (a) are pursuing a master's deqree or (b) are RursuinoT ^ , 
a doctoral degree, but Have not earned a master's degree and hav6 earned fewer than the / 
equivalent number of credits normally required for a master's degree or (c) are in a sp^iay, 
. unclassified, visitor, or other status or (d)- are purusing an Educational Specialist certificate, 
V degree, or coordinate inte.rme'diate- level degree program, whether or not they ppssess an ^earned 
master's degree. 

Graduate II: This category Includes all students who are pursuing a doctoral (except first -profes- 
\ sTonaTTdegree program, except those who-are classified as Graduate ^by the definition provided 

• ' above.- • 
' ■ . ■ ■ • ' , . . ^ • I > . .,• 

Postdoct oral : This category .includes all students who hold a doctoral deqree and are enrolled 
for additional course work for research as part of an institutionally defined 'Postdoctoral 
, -program. . ■ " 

Residents, Interns. and.Other : This category includes medical interns and residents as well as 
' ■ any students not otherwise classified. ' - 

Nondeqree/NondiPloma/Noncertificate Students :, ' Students who have not been admitted to a general cific course _ 

^ — of study or a program in th e institution at the completion of which a degree,- diploma, or certificate 

is awarded by the institution. TiieS^ students may be enrolled in credit and/or noncredit courses. 
ThPy.«;hoiild not be confused with undeclared majors admitted to degree/di pi otna/certif icate 
programs or students in other similar holding categories. 

■ ' ■ ' >i ■ ' ■ ' *^ •• " 

Race/Ethnic Status: Individuals may be included in the racial or ethnic group to Which they appear to belong, are ,• ' 

~ '■ ' regarded by the community as belonging- pr categorize themselves as belonging. However, no • 

person should be counted in more than Ve race/ethnic category. The five race/ethnic catfegories ^ 
are defined as follows: " " ' ' - ~ ' \ . • ' 

Amertcan Indian or Alaskan Native : A persofi having origins ,in any of the original.pebples^f ' 
North Ahierica. ' ' : '. . , , . 

3^ . " Asian or Pacific Islander : A persoh hailing origins in any of the original peoples of the Far ,„,' • 

, East, Southeast Asia, or the Pacific Islands. This area includes, for example, Chi pa,- Japan, - . 
Korea, Philippine Islands, and Samoa. . ' .;• .^.^ 



DEFINITIONS AND INSTRUCTIONS (B.l and B.2) - Continued 



Definitions: 



/ 



Black, Non-Hispanic : A person, having origins in any of' the black racial groups. 

Hispanic ; A person of Mexicafi, Puerto Ri can, Cuban, Central or South American, or other Spanish 
culture or origin, regardless of race. • * - " 

White. Non-Hispanic; A person having origins in any of the original pecSples of Europe, North 
Africa, the Middle East, or the Indian subcontinent. • . ^ 

Nonresident Alien : A person .who is not a citizen of the United States and who is in this 
country, on a temporaV-y basis and does not have the right to remain indefinitely. Resident aliens, 
noncitlzens who have been lawfully admitted for permanent residency and who hold form 1-151, 
*^hould be reported In the appropriate civil- rights categories along with U.S. citizens. 



Instructions ; 

^ ", • . ■ . 

fbrmat B.l should be completed twice— once for full-timie headcount enrollment and a second time for part-time 
lieadcount enrollment*. Some institutions, however, may wish to report and exchange a confined full- rfnd part-time 
headcount enrollment; in which case only one form would be completed and the appropriate box checked. Enrollments 
should be reported as of the 'institution's census date, normally the second or third week of the acajdemic term. 

In the case of classifying students by race/ethnic status, care should be exercised with respect to nonresident 
aliens so as to preclude any possibility of double-counting. Non-U. S. citizens who are 1r\ the United States on 
a temporary basis are classified as nonresident aliens. However, noncitlzens, who have been admitted for perma- 
nent residency and who hold form, 1-151 should be classified 1n one .of the other race/ethnic categoriesi, that Is, 
according to their ethnic origin. 

The^ totals line' in' age, sex, and race/ethnic status should agree for effch student level and may be used as an 
iviternal -checking device for academic units completing this format. For example, the total number of students for 
lower-djvlsion students- should be the same for the age, sex, and race/ethnic descriptors. 



Format B.2 requests term-by- term headcount enrollments accj)rd1ng to enrollmfent status by each student level 
all academic termS' during the fiscal year, including interim sessions and summer sessions. 



Include 



STUDENT INFORMATION 
DEGREES AWARDED 



Institution 



Academic Unit ^ 
Time Period 



40 

ERIC 



. Type of Degree/ 
Diploma/Certificate 
Awarded 


HEGIS 
Code 




Average Length of Time to Complete a Degree 

_Si \ \ 


Number of Degrees/ 
Di pi omas/Cert i f i cates 
Awarded 


Calendar Months 


Academic Terms 


FT Attendance 


PT Attendance * 










1 




• 


















* 
















m 










t 
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Definitions: 



DEFINITIONS AND INSTRUCTIONS (B.3) ' 



Degree/D1 pi oma/Certi f i cate : An award or title conferred upon an Individual for the completion of a program or course 

of study. An honorary degree/diploma/certificate awarded* to an individual in recognition orf his/ 
her public servfce and/or distinguished career-related endeavors should not be included in the 
count of program comple|:ers. ' ^ _ ■■■ ' ^ 



The following categories are suggested: 



Certificate or Diploma (less than one year): An award for the successful completion of a course 
of study or program offered by a postsecondary-education institution that covers any time span 
less than one academic year. 

Certificate or Diploma (one year or more): An award for the successful completion of a program 
offered by a postsecondary-education institution that covers any time span between one academic 
year and two academic years. . 

Bachelor's Degree: Any earned academic degree carrying the title of bachelor, 

First-Professional Degree ; The first earned degree In a professional field. The following degrees 
should be included: 

OentiMry (D.D.S. or D.M.D.) 

Law, General (LL.B. or J.D.)--(If J.D. is the first-professional degree) 
Medicine (M.D.) , . • 

Optometry (O.D. ) ^ 
Ostheopathic Medicine (D.O.) 
Podiatry (Pod.D., D.P.. or P.M.) 

Theological Professions, General (B.D., M.Div. , Rabbi) 

Veterinary Medicine (D.V.M. ) 

Other (this category is not used by lEP) 
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DEFINITIONS AND INSTRUCTIONS (B.3) - Continued 



Definitions: 



CO 



HE6IS: 



Master's Degree : Any earned academic degree carrying the title of master. In liberal arts, and 
sciences, the degree is customarily granted upon successful completion of one. or two academic 
years of work beyond the bachelor's level. In professional fields, it is an advanced professional 
S^S'?.® i^? master's designation (L.L.M., M.S. [Master of Surgery or Master of Scienje^l, 

M.S.W. [Master 'Of Social Work]) earned after the first-professional degree. 

Doctoral Degree ; An earned a'pademic degree. carrying the title of doctor. Not to be included 
are first-professional degrees, such as M.D., D.D.S. 

Other : Includes all other categories of earned degrees/diplomas/certificates, such as specialist 
degrees for work completed towarci a certificate (such as Educational Specialist). 

Higher Education General Information Survey. The annual survey of all accredited institutions 
of higher education conducted. by the National Center for Education Statistics, U.S. Office of 
Education. 



Average Length of Time to Complete a Degree (Calendar Months): The average number of calendar months elapsed between 
' the students' matriculation date at the institution and the date the degree/diploma/certificate is 

awarded. For advanced degrees, use the students' enrollment within a particular degree program 
as a starting date, rather than enrollment within the institution. Exclude transfer students 
^ when working this calculation. 

Average Length of Time to Complete a Degree (Academic Terms) : The average number of academic terms in which students 

are enrolled in a particular degree program. Differentiate between terms enrolled for full-time 



attendance and terms enrolled for part-time attendance, 
basis according to institutional procedures. 



Sunmer terms are added on a fractional 



Again, for undergraduate degrees, the count should be made from the time the students enrolled at 
the institution to the time the degrees/diplomas/certificates are awarded. For graduate students, 
the count should begin when the student enrolls in that particular degree program. Transfer 
stud^ts should again be excluded from this calculation. 
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STUDENT INFORMATION 
GRADUATE-STUDENT FINANCIAL AID 



iraduate J Students . 
Graduate II Students 
First-Professional Students 



Institution _ 
Academic Unit 
Time Period 



Financial -Aid Categories 


Number of 
Aid Awards 


> Dollar Amount 
of Aid Awards 


, Average Dollar 
Size of Aid Awards 


Fellowships 

Institutional'Ty awarded 


4 

- - 






■ ' . Externally awarded 


■ .... ,. ,, , — 






Loans 








Tuition and fees grants/waivers 








Teaching assistantships 








Research assistantships 








Traineeships 








Work/study 




< 




Other 








Totals 


1 







il. Uhduplicated total nun^r of qraduate students recei vino aid awards. 



DEFINITIONS AND INSTRUCTIONS (B.4) 



Definitions: 
Financial Aid: 



4 CP» 



Fellowshipy 



Loans ; 



The total dollars made available to students at an institution for financial assistance, either 
awarded by and/or administered through the institution, regardless of, the source(s) of funds. 

Financial assistance offered directly to or on behalf of students to enable them to pursue 
' postbaccal aureate training. Fellowships .are divided into those that are awarded by the institution 
( Institutionally awarded ) and those .fellowships awarded by sources external to the institution 
( externally awarded ). , 

Financial assistance offered to students %r a- specified time that must be repaid to the lender. 
The sources of these funds-may be, gifts, endowment income, other institutional 'funds, private 
sources, 'and/or appropciations of governmental agencies. 'National Direct Student Loans are 
Included in this category. Excluded are short-term loans (usually three months) available to all 
students regardless of need. 1 < . 

Tuition and Fee Grants/Waivers : Financial assistance offered lo students that results In reduced or free tuition 

rfand fees to the student for a specified, academic term. 

Teaching Assistantships : Financial assistance provided to graduate students that provides a stipend/salary in 

return for assuming instructional responsibilities. 



Research Assistantships : Financial assistance provided to graduate students that provides a stipend/salary in 

return for conducting specific research activities. 



Traineeships 
Work>Study : 

Other: *^ 



Financial assistance in terms of an awarc/to a student selected by h1s/«her university to enable 
him/her to pursue postbaccal aureate studies. 

Financial assistance provided to graduate students through the College Work/Study program In 
which the federal or state government contributes partial monies for the payment of services 
rendered by students and required for financial ass1stan«e. # " 



Financial assistance provided to graduate students not categorized in the above. 

Nuntf?er of Aid Awards : The total number of awards for financial aid for feach financial -aid category. 

Dollar Amount of Aid Awards : The total 'amount of dollars for financ^a^ aid expended for each financial -aid category. 

Average Dollar Size of Aid Award : The average dollar size of financial aid awards for each financial-Bid category JO 



Instructions: 



Fonnat B.4 is a sumnary .of financial aid for* graduate students. The number, total amount, and average size of awards 
made should be employed for the various categories of financial aid. Complete the fonrat for each student level- 
graduate I students, graduate II students, and first-professional students. The total of the first column should 
reflect the total number of graduate students receiving aid, recognizing the fact that students may be receiving 
more than one type of financial aid. 








CO 
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STUDENT INFORMATION' 
UNDERGRADUATE-STUDENT FINANCIAL AID 



00 



Institution 



Academic Unit 
Time Period 



FinancialrAid 
. Categories and Sources 


Number df 
A1 d Awards 


Dollar Amount 
of Aid Awards 


Average lwi lar 
■ Size of Aid Awards 


• Federal 








' State aod. ]6"cal 








Institutional, including 

XU'^iOn ailQ Tec r cifi 1 1 u« »^ 


>• 






Private and other 




t 




Federal 






• 


Stat? and local 

♦ 








♦ ■■ ■'■ 

Institutional 






■ > — 


Privat,e jind other , 








Federal 


* 

J ... a.._. .1 * 






— ^ £ — 

State and Ipcal 








Other jobs . . \ 




• 




Totals ,\ ' . 


1 
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Number of merit awards; 



ERIC 



Average dollar amount of meVjt awards: 

■ ■ ■ B.5 ^ • ' 



DEFINITIONS AND INSTRUCTIONS (B.5) 



Definitions : 
Financial Aid : 

Grants : 



\ 



The totaV dol-lars made available to students at an institution for financial assistance, either 
awarded by and/or administered through the institution, regardless of the source(s) of funds. 

All stipends, tuition, fee remissions, and gifts to students .that are outright awards and are not 
V contingent upon services- to be rendered by the student. Also included are such grahts.as Basic 
Educational Opportunity Grants (BEOG), Supplementary Educational Opportunity Grants (/eOG), 
state grants or scholarships, institutional grants or scholarships i^ncluding tuition aiid fee 
.remi^sionsi private grants or scholarships, other grants. 

Loans : Funds made available to students for assistance on a loan basis. The source of these funds may 

be gifts, endowment Income, other institutional funds, private sources, and/or appropriations 
. of governmental agencies. National Direct ^udent Loans would be included here. Excluded are , 

short-term loans (usually three months) available to all students regardless'of need. 

Work/Study Assistance : The extension of financial -aid suppprt t'o undergraduate students through the College Work/ 

Study Program In which the federal government contributes partial monies for the paymentrof 
services rendered by students and required for financial assistance. 



Other Jobs: 



Financial assistance provided to undergraduate students not categorized in the above, usualfly in 
the form of other jobs provided by the institution although not of a work/study nature. 



Number of Aid Awards : The total number of awards for financial aid for each financial -aid category. 

Dollar Amount of Aid Awards : The total amount of dollars for financial aid expended for each financial -aid category. 

Average Dollar Size of Aid Award : The average dollar size of financial-aid awards for each financial-aid category. 

Number of Merit Awards : The total number of merit awards that re made to unde^raduate students without reference 

to need. Intercollegiate-athletic awards should be excluded from this category. 

Average Dollar Amount of Merit Awards : The average amount of merit awards made to undergraduate students without 

reference to need and excluding intercollegiate-athletic awards. > 



Ob' 
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DEFINmONS -AND INSTRUCTIONS (B.5) - Continued 



Instructions ; / . ' • 

Format B.5 is a suimiary of financial aid for uiidergraduate students. The number, total amount, and average size 
of awards made to undergraduate students shoufd be displayed for various financial-aidcategories and sources. This 
format should geneoally be completed by a school or college; however, some departments may be able to complete it. 
the total of the first column should reflect the to$al number of undergraduate students receiving aid, recognizing 
the fact that students may be receiving "more than one type of financial aid. 



\ 
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STUDENT IMFORMATIOM ■ 
BASIC TUITION, FEES, AND EXPENSES 



Institution 
lim Period 



Expanse Categories 



Un<tergra<Juate 
Stuitent Levels 


Tuition 


Required Fees 


^ Average. 8o<sn 
% Board Expenses 


Average Books S 
Supplies Expenses 


Average Personal 
Expenses 


Total 


Lower division 1n*state 














, lowr division qut-of-state 














Upper division in- state 














Upper division out-of-stata 















Graduate- Student Leyels 


Tuition 


Required Fees. 


Total ^ 


First professional in-state (specify) 






• 




^ ■* ■ ■ .... 1. M .. 1 














First professlQnal out-of-state (specify) 


> 






















Graduate I in-state 




— • — — 1 




Graduate I out-of-state 








Graduate II in-state 


c 


— \ " " 


\ 

■ ' • • ' ' > 


Graduate II out-of-state 




■ ^ ^ ' * ■ 




Postdo(.toral in-state 

. > . ^^^^ . 








Postdoctoral out-of-state 






/ 1 i k ^ 
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DEFINITIONS AND INSTRUCTIONS (B.6) 



Definitions: 
Tuition' : 

* 

Required Fiees ; 



ro 



The amount af jnoney charged to students for instructional services; tuition may be charged on a 
per-term. per-course, or per-credit basis. The tuition charge quoted should refJect tuition for 
a full-time student for an academic year. 

Charges that are assessed to students for certain items not covered by tuition. Only '^equ^'^ed 
fees applicable to each student leyel are included; fe?s may Include student activities, health 
services, student center, athletics, construction, and so forth. Should not inclucfe first-time 
admissions^ application charges. 

Average Room and Board Expenses ; The average amount expended J'or housing and food by a student during the academic 

^ear.- ' ' 

Average Books and Supplies Expenses; The average amount expended for books and supplies by a student during the 

academ|<^^ear. *"" ' ^ . / 

Average P ersonal Expenses : The average amount expended for personal items by a stud^tSjuring the academic year. 
TxcTuded from these expenses are any travel expenses to and from. the i.Hstitutlon. 

The tuition charged to students who are attending an Institution in the state in which they are 
legally domiciled and are classlfi^ed as in-state for tuition purposes. • 

The tuition' charged to students who fail to qualify for the In-state tuition category. 



In-State^ 



Out-of-state : 
Student Levels; 
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Lower Division; Includes all students wlio are enrolled iri programs leading to an associate 
deVee nncludihg three-year assocfate-degree programs) or' in undergraduate occupational or 
vocatirfal programs of three years duration or less and all other undergraduate students who 
have earned less than 50 percent of the number of academic credits normally required for a 
four^year bathelor's degree (typically^ classified as freshmen or sophomores). 

Upper Division; Includes all undergraduate students who are not jn associate-degree or occupa- 
tiSna'l-vocational programs and who have earned 50 percent or more of the academic credits 
ncmnally required for a bachelor's degree (typically classified as juniors and seniors). Includes 
stu^lents In years three, four, and five of five-year bachelor' s-degree programs. } 



DEFINITtONS AND INSTRUCTIONS (8.6) - Contiritied 



Oefl nit ions': 



First Professional ; Includes all students who are pursuing any one of the following first- 

S rofessional degree programs: M.D,; D.O.; LL.B. or J.D. (if J.D. Is the f1 rst-professional 
egree}; D.D.S. ; D.V.M.; O.D. ; B.D., M.DIv. or Rabbi;' Pod. D. or P.M. Students enrolled In 
undergraduate preprofessional curricula and students in the first twa years {corresponding to 
the undergraduate freshmen and sophomore years) of integrated graduate professional -degree 
progr|tins should be. classified as lower division, and not as graduate -professional students. 

Graduate .X l^ Incl udes all students who hold a bachelor's degree or the equivalent {or a first- 
professional degree) and (a) are pursuing a master's degree or (b) are pursuing a doctoral" 
degree but have not earned a master's degree and have earned fewer than the equivalent number of 
credits normally required for a master's degree or (c) are in a special, unclassified, visitor, 
or other status or (d) are pursuing an Educational Specialist certificate, degree, or coordinate 
intermediate-level degree program, whether or not they possess an earned master's degree. 

Graduate 11 : Includes all students who are putting a doctoral (except first-professional ) 
degree program, except those who are cla^si|i€d as Graduate I by the definition provided above. 

Postdoctoral ;, Includes al It students who hold a doctoral degree and are enrolled fpr additional 
course work or research as part of an institutionally defined postdoctor-al program. 



Instructions; 

Format B.6 should be completed for the institutiph as a whole and for undergraduate students, should cover the tuition, 
feess average room and board expenses, average books ^nd supplies expenses, and average personal expensesi and for 
graduate students, tuition and fees only. These expenses should be based on a fulJ-tffmf student for an academic year. 
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(i) 



Personnel iNFOf^iioN 

HEADCOUNT AND FUlUTIfC EQUIVALENT (PTE) STAFF BY EMPLOYEE CATEGORY AND BY FUNDING SOURCE 



□ Budgeted f^osltlons 
Q ^Actual Positions 



Institution 



Academic Unit 
Time Period 



Employee Category 



Full-time 
Employees 



Part-time 
Employees 



Full-time 
Equivalent 
Employees 
(PTEs) 



Distribution of PTEs Fundinq Source 



General Funds (Hard UolUrs) 



FTEs 



Salary. Dollars 



External Funds (Soft Itol lars) 



FTEs 



Salary Dollars 



Executlve/adml strati ve/ 
fnawgerlan professionals 



Ins tryction/ research 
professionals 



Instruction/research 
a s^i^ tan ts 



'Specialist/support professionals 



Subtotal: exeript staff 



Technical employees 



Office/clerical employees 



Crafts/ trades employees 



Servlte employees 

' 




Subtotal: nonexempt ^taff 



Total Employees 
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DEFINITIONS AND INSTRUCTIONS (C.I) 



Definitions ;. • 

E mployee : Any individual being compensated by the institution for services rendered. Included are 

Individuals who donate their services, if the services petformed are a normal part of the 
institution's programs or supporting Services and would otherwise be performed. by compensated 
personnel. Specifically excluded are employees of firms providing services to the institution 
on a contract basis. 

Exempt Employee : An employee whose conditions of employment and compensation are not subject to the provisions 

of the Fair Labor Standards Act of 1938 as amended. Exempt employees are not eligible for 
"^overtime payment. According^ to Section 13 of the act, an exempt employee is "any employee 
^employed In a bona fide executive, administrative, or professional capacity " 

Nonexempt Employee : An employee whose conditions of employmervt and compensation are si^ect to the provisions of 
' p^.^ Labor Standards Act of 1938,. as amended. 

ExecQti ve/Admini strati ve/Manageri al Pt-ofes&ional s ; Exempt employees employed for the primary purposes of managing 
""^ ^ ' the institution or a customarily-recognized department or subdivision thereof. By convention 

this category includes deans but most commonly ,. although not always, will exclude chairmen of 
academic 'departments {who usually are classified as instruction/research employees). Inclusion 
in this category requires the individual to have supervisory responsibilities. 

Examples: President, controller, dean ,* director, assistant, to the president, assistant dean, 
.assistant director, coordinator. 

Instruction/Research Professional s : Individuals employed for the primary purposes of performing instruction and 
■ research activities. Instruction/research professionals include the exempt research staff. In 

most 1nsti,tutions of postsecondary education, these employees are the faculty . This. term 
faculty is advisedly not employed in this manual; in similar manner, tne term .a^ajennc is 
also not used. These terms describe very different qroups^of employees at different institu- 
tions. At some institutions the terms faculty or academic staff may include only those 
who engage in classroom teaching. In others they will commonly Include those who teach and/or 
do research. In still others, those terms will also include the exempt-admini strati ve staff 
and there are soiTffi Institutions in which those terms, for reasons such as the desire to 
extend fringe benefits to part^icular groups, may include librarians, computer -center staff, and 
At most institutions it is appropriate to include department chairmen in this group, since their 
classification and assignments are 'still primarily instruction and research. However,) there is 



ERIC 



DEFINITIONS AND INSTRUCTIONS (C.I) - Continued 

Definitions: 

. a sigiif leant number of major institutions where the department head is actually an administrator, ' 
to whim has been delegated specific administrative responsibilities and authority. Where sych 
■ ■ ' a sHiatlon exists, the department chairmaVi is more appropriately classified as executive/ 
. administrative/managerial professional. 

^ ' 

..• ; Examples: VProfessor, associate professor, assistant professor. Instructor, lecturer, and' 

i , . ' equivalent research titles. 

Instruction/Research Assistants :^ This category is typically staffed by people with student status at the employing 
; . V . , , institution/ who perform under the* supervision of the Instruction/research professional staff. 

• ... Examples :t Teaching associate, teaching assistant, teaching fellow, and equivalent research titles. 

Speciall st/Supp6rt ProfesSionaYs ; Exempt employees employed for the primary purposes of performing (typically) 
""^"^ ' ■ , academic suppjort, student service, and institutional -support activities.* Excludes individuals 

who have executive or managerial (supervisory) responsibilities In these areas. 

, Examples: Pathologist, pharmacist, attorney, librarian, -accountant, architect. systfe(|Ts analyst, 
. . psychologist, counselor. 

Technical Employees ; Individuals employed for the primary purpose of performing technical activities (thai is, 
^ - activities pertaining. to the mechanical or industrial arts or the applied sciences)^ Thiy 

category Includes only nonexempt employees. 

Examples: , Computer operator, dental assistant, photographer, draftsinan, practical nurse, 
occupational therapist, ornamental horticulturist, .engineering technologist. 

Office/Clerical Employees : Individuals employed for the primary purpose of performing clerical activities. This 

category includes only honexempt employees. 

Examples: Secretary, typist, bookkeeper, file clerk, inveatory clerk. 

Crafts/Trades Empl oyees : Individuals employed for the primary purpose of performing (manually) skilled activities in 

a craft or trade. Includes only nonexempt employees. 

Examples: Carpenter, plumbei*, electrician, roofer, painter, air-conditioning installer, appliance 
repairman, auto mechanic. - 

■74 • ^ * 
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DEFINITIONS AND INSTRUCTIONS (C.I ) Continued 
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Definitions : 

Service Employees : Individuals employed for the primary purpose of performing service (often unskilled) activities'. 

Includes only nonexempt employees. 

Examples: , Custodian, groundskeeper, security guaf«iil, food-service worker, driver, messenqer. 

Full-time Employees ; Those indiyidual^s available for full-tirfte' assignment or those designated as full-time in an 

official .contract, appointment, or agreement. Normally, those ind^vidyals who work approximately 
, 35-40 hours per week for the. period being analyzed are, considered full-time employees. Individuals 

on scibbatical leave should be Included as full-tinre if that was the status of their employment ■ 
prior to sabbatical. 

Part-time Employees : Those individuals who are available for less than full-time assignment or who are designated 

3S part-time in an official contract, appointment, or agreeiTsnt. Employees who work less than 
Jipproximately 35 hours per week are typically eoasjdered part-time. 

Full-time Equivalent (FTE) Employees ; The full-time employees plus the equivalent portion of the part-time employees' 

appointments; this calculation is made in accordance with an institutionally agreed upon convention 
for converting appointments of specific individuals to an equivalent number of full-time employees. 



General Funds: 



External Funds: 



Salary Dollars ; 



The term general funds does, not conform to standard accounting terminology, but refers to those 
funds that can be expended at the discretion of the institution. These funds would typically 
include tuition and fees, governmental appropriations, endowment income, sales and services of 
educational activities, and such. General funds are often referred to as h ard mon ey or that money 
that provides the core funding for the department or other academic unit. ^ 

The term external funds does not conform to standard accounting terminology, but refers to those 
funds that are generated. from sources external to the university and are generally /restricted as 
to their expenditure. These funds would typically include governmental grants and contracts and 
private gift's, grants, and contracts. External funds-are often referred to as soft money or 
that money that is peripheral to or in addition to the core funding of the department or other 
academic unit. 

The term salary dollars refers to the total salaries budgeted or paid to all individuals within 
a particular employee'category. Salary dollars should represent gross salaries but should 
exclude all fringe* benefits paid by the employing institution. 



DEFINITIONS AND INSTRUCTIONS (C.l) - Continued 



Instructions : 

All personnel 4ata (headcount as well as FTE) should be collected at a single point in t1fne--preferably the fall term 
census! data typically used by each Institution. PTEs may' reflect the individuals' assignments for an academic term, 
an academic year or a fiscal year. In almost all cases, the best source of FTE data is the payroll filev therefore, 
the easiest data to report are FTEs as of a particulaif payroll period. Please indicate if the PTEs- are budgeted 
positions or actual positions. 1 

With regard to headcount data, each employee should hi counted once, and only once, on this form on the basis of 
primary ass1gnn«nt. Employees should be counted as full-time or part-time on the basis of their employment status 
with the organization, rather than on the basis of employment ,in any one type of activity. In collecting heajJcount 
information, employees should not be prorated across disciplines' or across employee categories. 

FTEs should be calculated by looking at the assignments of part-time employees, converting those assignments to 
full-^tlme equivalents and adding to them the number of full-time appointments for each .employee category. Whereas, 
for headcount data, individuals are counted in only one discioline and in only one emoloyee categor>», when 
calculating FTEs, they should be distributed across disciplines and across employee categories on the basis of 
their" actual assignments. For many institutions, these data can be retrieved directly from payroll records where FTE 
(or proportions of assignment) to various accounts are recorded. . 

• ■ ■ *^ 

As an additional step, the FTEs and associated salary dollars can then be distributed by major source of funds-- 
elther general funds (hard dollars) or external funds (soft dollars)'. The amount recorded under salary dollars 
should be consistent with the time period for which FTEs are calculated. The salary dollars should match those 
recorded in Format D.l, Current Funds Expenditures for Academic Units. 
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PERSONNEL INFORMATION 
CHARACTERISTICS OF FUU-TIME INSTRUCTION/REJEMI^CH 
PROFESSIONAL STAFF 



□ Professional Staff on Tenure Track 
Q Professional Staff Not on. Tenure Track 



Institution 



Academic Unit 
Time Period 



Academic' Rank 



1 



Tenure Status 



Fun -time 
Staff 



Tenured 



13) 




Non- 
tenured 
on Track 



Sex 



141 



Male 



ill 




Female 



White 
Non- • 
jlspanlc 



Race/Ethnic 
(8) 



Black 

Non- 
Hispanic 



Hispanic 



L2I 



American 
Indian or 
Alaskan 
Native 



{10) 



Asian or 

Pacific 

Islander 



Professor 



Associate professor 



Assistant professor 



Instructor 



All other Instruction/ 
research staff 



Total 



7t) 
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1. Equivalent titles should be substituted for research professional staff. 

2. Tenure Status (colunwis 2 and 2) should be completed only 1f this format pertains to Professional Staff on Tenure Track. 
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DEFINITIONS AND INSTRUCTIONS.. (C.2) 



Definitions: 



Professional Staff on Tenure Track : Those instruction/research-professional staff who have been granted tenure or 

who are eligible for tenure themselves or through the position they hold'. 

Professional Staff Not on Tenure Track : Those instruction/research^rofessional staff who are not themselves eligible 

for tenure or who are in positions for which tenure is not-granted.- 



Academic Rank; 



Full -Time Staff: 



Tenured Staff: 



Institutionally defined; equivalent titles should be substituted for research professional staff. 
The following academic ranks have been used In categorizing instfucti on/research staff :•. professor, 
associate professor, assistant professor, instructor, and all other instruction/research staff. 
Exclude graduate assistants or other part-time staff. 

Those individuals available for full-time assignment or those designated as full-time in an 
official contract, appoiiltment, or agreefl»nt, and whose primary responsibilities include performing 
instruction, and research activities within the academic unit. This category includes the exempt- 
research staff, but excludes the teaching and reseaTch assistants, mst of whom work less thap" 
full-time. At most institutions it is appropriate td include department chairmen in.thi^ group, 
since their classification and assignments are still primarily instruction and research. 
Individuals on sabbatical leave should be included-as full-time if that was the status of their 
employment prior ^o sabbatical. : • 



0 



Nontenured Staff: 



Jhose individuals in 
position is_tenured, 
person should\ot be 

Those individuals 



each academic rank who have been granted tenure by the .institution. If a 
but the person holding it has not yet earned the tenure privilegej the 
counted as having tenure. , 



^ lead to 



1n 

consi delation 



each academic 
for tenure. 



rank who do not h*ve tenure, but who are in positions that 



Race/Ethnic Status : Individuals may be Included in the racial or ethnic group to, which they appear to belong, are 

regarded by the community as belonging, or categorize themselves as belonging. However, no. 
person should be counted in more than one rac^/ethnlc category. The five, race/ethnic categories 
are defined as follows: 

White, Non-Hispanic : A person having origins In any of the original peoples of Europe, North 
Africa,' the Middle East or the Indian subcontinent. 
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Black, Non-Hispanic : A person having origins in any of the black racial groups. 



U1 
CO 



7iJ 



' rr ■ 



Definitions: 




DEFINITIONS AND INSTRUCTIONS (C.2) - Continued 



m&pcinfc : ,A person'of Mexican, Puerto fii can, Cuban, Central or South American, or other Spanish 
culture or' origin, regardless of race. * 

'American Indian or^Alaskan Native ; A person having -origins in any of the original peoples of 
North AmeJ^af '~ ' ... , . . , 

Asian or Pactfic Islander : A person having origins in any of the original peoples. of the'Far 
East, Southeast Asia, or the Pacific Islands, this, area includes, for example, China, Japan-, 
Korea, the Philippine Islands, and Samoa. ^ , 

; . ■ ■ , .\ . ... 



Instructions: 



Descriptive characteristtcs are ^o be collected for all full-time instruction/research-professi.onal staff. The 
total number' of individuals included in these formats should be consistent with the total number of fl^jll-time 
instruction/research-professionaT staff reported in Format" C.l. Format C.2 should be completed twice— once for 
those full-time staff who are eligible for tenure and a second time for those full-time staff who are not eligible 
for tenurf. If Format C.2 is completed .for Professional Staff on Tenure Track, columns (2) and'(3) would be completed 
by the academic unit. However,- if C.2 is completed for Professional Staff Not on Tenure Track, columns (2) and (3) 
would be left blank. ^ .The Infonmation should be collected at a single polntUrf time.- -preferably the institution's, 
fall -term census date. Columns (2L through (10) can be recorded as simple tabulations or as percentages of column 
(1)> for example, 55 percent male^d 45 percent female. 



^ PERSONNEL INFORMATION 
AVERAGE SAURIES AN0-.COMPENSATION OF INSTRUCTION/RESEARCH 

PROFESSIONAL STAFF 



Q Profersslofldl St^f on Tenure Track _ 
Q Professional Sia f f Mot on t ^ure Track 



9 



Ins,t1tution 



Academic Unit 
Time Period 



Fun-time Staff on 9/10nHonth Salary Contracts 



Fullrtlme, Staff of>. n/12-Honth Salary Contracts 



^ \. Equivalent titles should be sub_st1tuted for research professional staff. 
^2 2. Not applicable. 

'\ ' / ■. ' C.3 



ACftdeaiic 
■ «ank' , . 


' Niiiii^r' 
of 
Persons 


Average 
Salary 


Avferage 
fringe 
Benefits 


Average 

Compen- ^ 
satlon 


Average 
Age 


Number * 

; Of 

Persons 


Average 
Salary 


' Average 
. , Fringe 
'Benefits 


Average 
Compen- 
sation 


Average 
Age 


py^ofessor 




t 










1 . . ,M W>^. . 








"Associate 
professor 


















1 x—^ 




Assistant 
professor ^ 


— <^«r- 




















Instructor 








4 


• 








t 




' All othsr 
instruction/ 
research staff 






















Weldhted 0 
Average 


1 
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DEFINITIONS AND INSTRUCTIONS {C.3) 



Defin itions ; 

Professi onal Staff on Tenure Track ; Those instruction/research-professional staff who h^ive been granted tenure or 
■~ ' who are eligible for tenure themselves or through the position they hold. 

Professional Staff Not on Tenure Track : Those instruction/research-professional staff who are not themselves eligible 
■ ~" for tenure or who are in positions for which tenure is not granted. 



Academic Rank: 



5 , ■ - 

Institutionally defined; equivalent titles should be substituted for research-professional staff. 
The following academic ranks have been used in categorizing instruction/research staff: professor, 
associate professor, assistant professor, instructor, and all other instruction/research staff. 
' Exclude graduate assistants or other part-time staff. 

Number of Persons: Refers to that number of full-time instruction/research staff who are hired on either a 9/10- 

^ month or an n/12-tm)nth salary contract. Instruction/research staff on sabbatical leave should 

be reported at their regular salaries even though the staff member may be receiving reduced compen- 
sation while on leave. Chairmen of departments should be included if they were included in this 
category on Formats C.l and C.2. Exclude any. personnel who are not receiving full compensation for 
their services, for example, tnembers of religious orders or people compensated by the military. 



Averacje Salary : 



The average gross* salary paid to fuH-time instruction/research staff for a 9/10-month or 
n/12-month period of time. This figure represents the contractual amount of cash benefits 
accruing to the individual and excludes all fringe benefits. Average full-time salary should 
be reported for each academic rank. ~ 



Averaae Frinae Benefits: The average amount of friog^ benefits paid or accruing to full-time instruction/research 
Average Fringe Benetns . ^irje^^ institution, (or state agency). Fringe benefits include the institution's contri- 

bution to Social Security, retirement, medical insurance, life insurance, guaranteed disabi ity 
income protection, unemployment compensation,, workmen's compensation, cash tuition for faculty 
children, cash housing benefits, and other benefits in kind with cash options. If fringe benefits 
are not accounted for on an individual basis, th^y may have to be estimated as a percentage of 
, average salary. 

Average Co mpensation : The sum of the average gross salary and a verak fringe benefi-ts paid to or on ^fhalf of 

^ ^ fu'n-time instruction/research staff. Average compensation should be reported For each academic 

rank. 



Average Agg 



The sum of all the ages of the full-time instruction/research staff divided by the 
instruction/j;;esearch staff for each academic-rank category. 



number'^f 



5. J 



DEFINITIONS AND INSTRUCTIONS {C.3) - Contirtued 



Instructions: 



Sort staff appointments into'two groups--thQse representing 9/10-nK)nth contracts and those representing 11/12-nionth ' 
contracts. The term 9/10-month salary applies to individuals who are employed for two semesters, three quarters; 
tm trifliesters, two four-month "Sessions » or the equivalent. Staff members who have fiscal year appointments or 
are appointed for the period of 11 ninths plus one month of vacation should be regarded as having ' 
contracts. Staff members should be reported as having S/lO-^month or ll/lP-month salary .contracts on tlie, basis of 
the period of en^loyment; not on the basis of the number of installments in which salarie§ are paid. 

Fonnat C.3 should be cpmpteted' twice- -once for those full -time staff who are eligible for .tenure and a second time .for 
those full -time staff who are not eligible for tenure. i 

In place of Average Salary, some academic units may prefer to report salary scales or ranqes fo.r each academic rank. 
Thii change in reporting should be appropriately footnoted by the academic unit. ' ' ' 
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FINANCIAL INFORMATION 
CURRENT FUNDS EXPENDITURES FOR ACADEMIC UNITS 



[j Budgeted Expenditures 
□ Actual Expenditures' 



Institution _ 
Academic Unit 
Time Period 



\ 

Type of Expenditure 


General Funds 
CHard Dollars) , 


External Funds 
, (Soft Dollars) 


Funds 
Total 


Exempt staff salaHes: 

Exetutive/admini strati ve/managerial professionals 
Instruction/research professionals 
Instruction/research assistants 
. Specialist/support professionals . ' 

Subtotal: . Ejcempt staff salaries 






• 




• 




Exempt Staff Benefits \ 






r ; ■ ■ '.J 


Nonexempt staff salaries: . • 

Technical employees 
Office/clerical employees- 
Crafts/trades employees. 
Service employees 

Subtotal: Nonexempt staff salaries 




♦ 






— — ^ — ■ — 




Nonexempt Staff Benefits 




r 




Supplies and services expenditures 








> 

Equipment expenditures • 




4 

m 




Total Current Funds Expenditures < 
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^. . ^ DEFINinONS AND INSTRUCTION^ (D.l) 



Ctefirritions ; i 

. Personnel Categories : The same personnel categories are recommended that were used In calculating full-time 

equivalencies (Format C.l). 

Exempt Employee : An employee whose conditions of employment and compensation are not subject to the provisions 
. of the Fair Labor Standards Act of 1938 as amended. Exen^Jt employees are not eligible for 
overtime payment. According to Section 13 of the act, an exempt employee is "any employee 
employe«i i-n a bona fide exequtive/ administrative, or professional capacity " 

Nonexempt Employee : An employee whose conditions of emplojiient and compensation are subject to the provisions of 

the Fair Labor Standards Act of 1938, as amended. - I 

> ■ ' ■ ■ ^ ■ ■ ■• • . 

Executi ve/Admi ni strati ve/Manageri al Prof essi onal s ; Exempt employees employed for the primary purpose of managing 
'■ the Institution or a customarily recognized department or subdivision thereof. By convention 

this category includes deans but most commonly, although not always, will exclude chairmen of 
academTOepartinents- (who usually are classified as instruction/research employees). Inclusion 
in this category requires the individual to have supervisory responsibilities. 

^ ■ « Examplesi President, controller, dean, director, assistant to the president, assistant dean, 

assistant director, coordinator. 

' Jnstruction/Research Professionals : Individuals employed for the primary purposes of perforaing instruction and 
\ reseaf^ activities. Instruction/research profess 1 onal s^lnclude. the exeifipt- research staff. In 

_^ » most institutions of postsecondary education, these employees/are the faculty. This term 

facult y is advisedly not employed in this manual; in similar/manner, the t^rm academic is 
also not used. These terms describe very different groups 9f employees at different instiiu- 
tibns, At so^ie institutfons . the terms faculty or academic/ sta ff may include only those 
who engage in cl-assroom teaching. In others , they wlllcgfnmonly include those who teach and/or 
do^research. In still others, those terms will also^-fffcTude the exempt -administrative staff 
and there are some institutions in which those teriflS, for reasons such as the desire to extend 
• fringe, benefits to particular groups, may include librarians, computer-center staff, and such.- 
At most institutions" it is appropriate to include department chairmen in this group, since their , 
classifi cation and a'ssignments are still primarily inslrktion and research. However, there ds 
a significant nufrtser of major institutions where the department head is actuallv an administrator, 
to whom has been- delegated specific administrative responsibilities and auttiorlty. Where such ■ 
%\\ . , a situation exists, the departnfnt chairtnan is more 'appropriately classified as executive/ 

*' administr^t.lye/managerlal professional . ^ *- 



ERIC 



DEFINITIONS AND INSTRUCTIONS (D.l) - Continued 



Definitions: 



, " Exa|p>eS': «PiFofessof, associate py^pfessor, assistant'professor, jnstructdr, lecturer, and 

•equivaTetit i»€earch titles,. ' ' 1 ' 

Ins-truGtion/^fearch Assistants : This category-is typically staffed by people with stud,enl status at the employing 

institution who perform under the supervisiorr of the instruction/research-professional staff. 

Examples: Teachina^^ociate, teaching assistant, teaching fellow, and equivalent research titles. 



ce^We 



Speci al i st/Support Prof essi onal s : ExenPW employees employed for the prfmary purposes of perfomting (typically) 
], * academic supf)ort», student service, and institutional-support activities". Excludes indi^ duals 

ti'iu" who have executive or managerial (supervisory) responsibilities in these areas. 

Examples: Pathologist, pharmacist, attorney, librarian, accountant, architect, systems analyst, 
psychologist, counselor. , 

Technical Employees : Individuals emplc]^ed for the primary purpose of performing technical activities (that is 

activities pertaining to the mechanical or industrial arts or the applied sciences). This 
category includes only nonexempt employees. 

^ Example.s: Computer operator, dental assistant, photographer, draftsman, pr/ctical nurse, 

occupational therapist, ornamental horticulturist, engineering technologist^ 



Office/Cl| ||| k:al Employees : Indi vidi^s employed for the primary purpose of perforiping cleri 
^IH category includes only none*xempt employees. * 




cal activities, this 



empt employees 



Examples: Secretary, typist, bookkeeper, file clerk. Inventory clerk, 



Crafts/Trades Employees : Individuals employed for the primary purpose of performing (manually) skilled activities fn 

a craft or trade. Includes only nonexempt employees. 
* ' 

Examples: Carpenter, plumber, electrician, roofer, painter, alr-conditiqning installer, appliance 
repairman,* auto, mechanic. 
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DEFINITIONS AND' INSTRUCTIONS (D.l)- Continued 



Definitions: 



Service Employees : 



teneral Funds: 



External Funds: 



Satarles : 



Fringe Benefits 



Individuals employed for thef primary purpose of performing servife (often unskilled) activities. 
Includes only nonexempt egployees. 

. V 

Examples: Custodian, groundskeeper, security guards food-service worker, driver, messapger. 

The term general funds' does not conform to standard accounting terminology, but- refers to those 
funds that can be expended at the discretion of the institution. These funds would typically 
include tuition and fees, governnffirjtal- appropri'ations , endowment income, sales and services of 
educational activities, and such. General funds are often referred to as hard money; or that 
money that provides^ the core, funding for the department or other academic unit. 

The temr 'fexterpal funds does not conform to standard accounting terminology, but refers to those 
fund$"'that are generated from sources external to the university and are generally restricted as ,to 
their expenditure. These funds would typically include governmental grants and contracts and 
private gifts, grants, and contracts. External funds are often referred to as soft money or 
that money that is peripheral to or in addition to the core funding of the department or other 
academic unit. • 

The term salarie s refers to the total salaries budgeted or- paid to all individuals within a 
particular employee category. Salary dollars should represent gross salaries but should exclude 
all fringe- benefits paid by the employing institution. 



I 

eq 



ncludes*- all benefits paid and accruing to an employee, regardless of whether the benefits or 
equivalent cash options are available to all. Fringe benefits include the institution's contri- 
bution to Social Security, retirement, medical insurance, life insurance*, guaranteed disability, 
income protection, unemployment compensation, workmen's compensation, cash tu.ition for faculty 
children, cash housing benefits, and other benefits in-kind- with cash options. 

Supplies and Services Ex penditures ; Materials and services that are consumed or expended within a limited time 

period-normally one operating cycle. Supplies and services will typically include the following 

types of expenditures: supplies (consumable ins-tructional , research, and office supplies); 
communications (telephone, telegraph, postal , printing, binding, and r^eproduction services); travel 
• ' (transportation, food, lodging, and miscellaneous expenses); contractual services, rental of 
leasing of equipment; jDurchase of minor equipment; property taxes (or payments in neu of) , and 
utilities (gas, coal, oil, water, sewage, and electricity). ■ 



"^D&%IT10NS AND INSTRUCTION.S {D.l) - Continued ^ 



Equipment Expenditures :' Expend! tunes for ^quipfnent. items that benefit the institution, program,- course of study? or 

' ■ , aptivity for nrore than one operating period. ' This category will typipally include expenditures 

.for scientific equipn«nt, laboratory apparatus, office machines, and equipment, furniture and 

' . furnishings, jnd oth6r ;| terns of a similar nature.- "Excluded a»^e any equipment items 'purchased from 

capital funds. r.- ' ^ . ' ' - ' ^. . 



Instructlofts : ' l ' " ' . ' • ^ 

This format*- is;a summary of expenditures for i department -or other academic unit. Please Indicate if the dollars ^ 
represent budgeted or actual expenditures. T|ie -salary Information* shpuld be consistent with the personnel information 
presented in Format C.l. '* '* , ; . , \ 

Each of the four exempt' gnd four nonexempt employee categories Should be represented by a line-item entry on this 
format. In many cases, an academir unit will h'ave no Crafts/Trades' EmpToyees within the unit; thus that^ 1 ine will 
indicate a 0 entry. ' ' .. * ' \ . 



» 
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FINANCIAL INFORMATION 
ACADEMIC SUPPORT EXPENDITURES AND PERSONNEL . 



I \ Budget€fd Expenditures/Personnel 
Actual Expenditures/Personnel 



Institution 
Time Period 



Expenditures 




Personnel 





^neral Funds 
(Hard Dollars) 


External Funds 
, (Soft Dollars) 


1 uX<J 1 runus 


FTE Ext/npt 


FTE' Nonexenipt 


Total rit 


Lioraries (4.1; 








-> 






. Museums and galleries (4,2) 








» > 


* 


■ 


Audiovisual services^ (4 ,3) 




a 










Computinq support (4,4) 














Ancillary support (4,5) 














— ' -T — ^-^^ ~' ""^ ■ 

Academic administration (4,6) 






I- II 1 Jll 111 








Course and curriculum 
development (4.7) i 










« — 




Academic personnel 
' "'*(B^)^nent (4,8) 




'0^-' -"-^ 










Total 
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DEHNITIONS AND INSTRUCTIONS (>D.2), 



Definitions : 
General .Funds : 



External Funds 



The term general funds does not conform to standard accounting terminology but refers to those 
funds that can be expended at the discretion of the institution. These funds would typically 
include tuition and fees, governmental appropriations, endowrrent income, sales and services of# 
educational activities, and such. This category also includes all funds related jto the opei;ation 
of auxiliary enterprises. General funds are often referred to as ha rd^money or that "money that 
provides the core funding for. the academic support unit. 

The term external ftinds does, not conform;to standard accounting terminology, but refe'rs to 
those funds' that are ae.nerated from sources external. to the university and are generally restricted 
as to their expenditi/re. These funds would typically include governmental grants and contracts. 
External, funds are oftjen referred to as soft morvey or that money that, is peripheral to or in 
addition to the core funding of' the academic support unit. 




Total Funds : The sum of the .general funds, ^xterjial funds, and auxiliary enterpri^s' expenditu 



Full-time Equivalent (FTE) Exempt Persorinel : ifie equivalent number of fulT-time positions that are not^ subject to 

the provisions of the Fair. Labor Standards Act ,of 1938 as amended. 

Fuiytime Equivalent;, (FTE) Nonexempt^Personnel : The equivalent number of full-time positions tjiat are subject to 

the provisions of the Fair Labor Standards Act of 1938 as amended. 



/ 



Total FTE Personnel : This total number of full-time equivalent positions, both exempt and nonexempt, 

Librarie s (4.1 ) : This category includes those activities that directly support the collection, cataloging, storage, 
, and distribution of published materials, -primarily in support of the instiitution' s academic / 
• programs. 

Museums and Galleries ( 4.2): This category includes those activities related to the collection, preservation, and 
~ exhibition of historical materials, art objects, scientific displays, and' so fortl; , primarily in 

; . • support of the institution's academic programs. 

Audiovisual Services (4.3) : This category includes audio and visual services t^at have been established to support . 

the institution's instruction, research, and public-service programs. 

Computin c i Support (4.4) : This category includes computer services established to support the institution's instruction, 

research, or public-service activities. Funds expended for administrative data processing should - 
bd classified under institutional support "(Format D.4). 
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DEFINITIONS AND INSTRUCTIONS (D.2) - Continued 
Definitions:' - - , ' " 



Arfcillary S u pport (4.5) :- This category^ include*s ttiose academic-support service "activities not included elsewhere. 

Exarhples: Demonstration school , 'glass-blowing shop, planetarium, radio station, television 
station, university press, vivarium. • 

Academic Administration (4.6) : This' category includes those activities that provide administrative support and^ 

* ' ' management direction to the instruction, research, and publ ic-service programs. Top-level 

administrative officers, such as vice-presidents and vice-chancel lorS, are included under 

Executive Management of Format D.4.-. - ' . • 

' .■ . « 

Examples: Academic' deans, departmental chairpersons , university-wide committees. 

Course and C urriculum Development (4.7) - This category includes the planning and development activitiCs^establi shed 
' ' — ■ .' to improve or add to the instructional offerings of "the academic programs. These course and 

curriculum developments should be intended 'for use in future course offerings (subsequent to the 

cur»rent budget period). ^ 

Academic Per sonnel Development. ( 4.8) ' This category incTudes those activities that provide the faculty with 
— — - opport'unities to increase their personal and professional growth and develcpment , or evaluate 

and j;eward their professional performance. ' - . 

Examples: Faculty awards, faculty-development programs, in-service faculty-education programs, 
sabbatical leaves. ' ' ' 



Instruc tions : » . ' 40 ■ ' 

This format is a detailed break-out of the institution's current fund expenditures and personnel employed in. thg 
various academic-support areas. The definitions and examples used in the ^tademic-support areas are based on the 
NCHEMS Program Classification Structure. For additional help in classifying expenditures or positions, see NCHEMS 
Technical Report #63. 



Of 



FINANCIAL INFORMATION 



STUDENT SERVICE SUPPORT EXPENDITURES AND PERSONNEL 



Q Budgeted Expenditures/Personnel 
Q Actual Expen^Uures/Personnel 



Instiftut^on 
Time Period 



Expenditures 



Personnel 



Student-Service Categorfe (5;0) 


i — ; i 1 

General Fun^s 
(Har'd Dollars) . 


External' Funds 
(Soft Dollars) 


Total Funds 


pTE Exempt 


. FTE Nonexempt 


Total FTE 


■ Student service .adrttlnistrattot^ (5.1 ) 














Social and cultural development (5.2) 




■ — — ^ 






' — ■ " ' ^- --^ 




Counsel inq and CBr^er guldanc^i'^ {5.3) 














Finaricial aid adninistration (5.4) 














Student auxiliary services (5.5) 














Interd)llegiate athletics (5.6) 










>■ - —'—J' 




Total 
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D.3 



DEFINITIONS Hm INSTRUCTIONS (0.3) 



. Definitions ; 
Geneiral Funds: 



•«4 

O 



External Funds: 



't^e term general funds does not conform to standard account! nq terminolo?li, but refers to those 
funds that can be expended at the discretion of the institution. * These ffds would typically 
include tuition and fees, governmental appropriations, endowinent income, fl^es and services or 
education activities, and such. This category also includes all funds rel^^ed to the operation of 
auxiliary enterprises. General funds of ten referred to as hard mon ey .or that money that 
• provides the core funding for the studer^service unit. ■ :\ 

■ ■ , ■\ 

The term external funds does not conform to' Standard accountinq terminoloqy , but refers to those 

^ funds that are generated from sources external to the university and are genei'ally restricted as 

to th^ir expenditure. These funds would typically include governmental grants* and contracts. 
External funds are .often referred to as soft money or that money that is peripK^ral to or in 
addition to the core funding of the student service unit. ;^ 

Total Funds: The sum of the general funds, external funds, and auxiliary enterprises' expenditures. 

Full-'time Equivalent (FTE) E xempt Personnel : Tie equivalent number of full-time positions that are not subject to 
. — ^ the provisions of the fair Ubor Standards Act of 1938 as amended. 

Full-time Equivalent (FTE ) Nonexempt. Personnel : The equivalent number of full-time positions that are subject to 
— — : the provision of the fair Labor Standards Act of 1938 as amended. ^ 

Total FTE Personnel; The total number of ful 1 -time equivalent positions, both exempt and nonexempt. 

ft 

'student Service Administration (5.1): This category includes those 'student service activities that cut across mul tiple 
Student bervice ^"^;;;^^^°\^pp^^t S ubprograms or provide central administrative services to student, service proqrams.^ 

Examples: Dean of Students, Dean of Hen'. Qirector of Student Activities, Disadvantaged Student; - 



Services', Women's Programs, Veterans Programs, Orientation Program 



Social and Cultural Develop ment (5.2) : This category includes those activities related to , the social and cultural 
bociai ' '^"'^"development of stu dents outside of the formal degree curriculum. Intercollegiate, athletics are 

excluded from this category. 



id7 



Examples: Fraternities and sororities, student groups and organizations, student recreation, 
intramural s, cultural events, student governance. 
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DEFINITIONS AND INSTRUCTIONS (b.3) - Continued^ 



CounseTifig and Career Gu 



i dance (5.3) : This category includes those activi-tiK reloted to, 'formal counseling, <;areer 
nee, ana vocational placement. ExcUided frorti this category a^ Ahe activities? of 'faculty t 



guidance. . . , . . , - 

advising^ faculty counseling, and student eroployfljeht services /pfr'ovided while ,s.tu(lents are sti.ll 
enrolled in schooT. • - ' , 

, Examples: Career placement, vocational eounselinp, personal counseling, psychological and 
. vocational testing. " . - ^ ^ 



.V. 



Financial Aid Admini strati oft (5.4') ;> Jhis category includes tKose administrative activities intended to provide . \ 

financial aid services and assistance to students.' Excluded are any actual financial aid gijants! \ •: 
made to students. « ^ " . • • I 

Student Auxiliary Services (5.5) : This category includes those essentially self-SQj5porting operations ttiat exist 

~ to serve primiJrily the student body. A fee normally is charged for these services, 6ften directly \ 

related to, but not necessari,ly equal to, the cost of the serwce rendered. 

Examples: Residence halls, food services, college stores, student health services. 

Intercollegiate Athletics (5.6 ); This category includes all athletic activities in which an institution participates 
7~' with other callegel aad universities. Excluded are intramural athletics that are included iij 

5.2, Social and Cultural Development. 



Instructions: 



Th'is format ts a detailed description of the institution's current fund expenditures and personnel employed in the 

various ^student service areas. The d^Jfinitions and examples used in the studfiyit service areas are based on the 

NCHEMS Program Classification Structui4.\^*For additional help in classifying expenditures , or positions, .see NCHEMS 
Technical Report #63. - ^ . ' . 
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FINANCmt INFORMATION - ■ 
INSTITUTI'ONAI SUPPORT pPENDITURES ANO' PERSONNEl 



Budgeted Expenditures/fersonnel 
Q Actual Expenditures/Personnel 



Instltutton 
Time Period 



£xpenditures 



V 



Personnel 



^ 1 

ERIC 



1 Inst Uutional -Support Categories {6.0)j 


r 

General Funds 
(Hard Dollars) 


External Funds 
(So*t Dollars) 


Toe|> Funds 


PTE Exempt 


FTE Nonexempt 


Total FTE 


Executive manaocment (6.1) 














F^cal operatibns (5,2) 








• 






General administrative services (6.3) 






[ — ^ 








Loqistical services (6.4) 














— t — — > — — 

Physical plant operations (6.5) 
f 












; — 


Faculty and staff auxiliary 
services (5.6) 




■ ■ ' f^ ' — ™— — ' 










Public relations and development (6.7) 














Student recruitment, admissions 
and records (G.8) 














Total 








1 
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•DEFINITIONS AND INSTRUCTIONS (D.4) 



Definitions ; 
General Funds: 



External Funds: 



Total Funds: 



The tenp general funds does not conform lo standard "accounting .terminology, but refers to t+iose 
funds that can be expended at the discretion of the institution. These funds would .typically 
include tuition. and fees, governmental appropriations,' endowment income, sales and services of 
educational activities, and such. This category also includes all funds related to the operation of 
auxiliary enterprises. General funds, are often referred to as hard money or that money that 
provides the core funding for the institutional -support unit. 

The term external funds does not conform to standard accounting terminology, but refers to - 
those funds'that are generated from sources external to the university and are gojierally restricted 
as to their expenditure. -These funds would typically include governmental grants and contracts 
and private gifts, grants, and contrasts. External funds are often Referred to as soft mon ey 
or that money that is peripheral to orin additfon to the core funding of the institutTonal - 
support unit. ' . <« 

The sum of the general funds, external funds, and auxiliary-enterprise expenditures. 



FuTl-time Equivalent (FTE) Exempt Personnel : The equivalent number of full-time positions that are not sutjject to 

the provisions of the Fair Labor Standards Act of 1938 as amended. . 

Full-time Equff tlent (FTE) Nonexem pt Personnel: The equivalent number of full -tire positions that are subject to 

the provisrions of the F^iF Labor Standards Act of 1938 as amended. 

. . \ 

Total FTE Personnel : The total number of full-time equivalent positions, both exempt and nonexempt. 

Executive Management (6.1 ): This category includes all central executi verlevel activities •concerned with the overall 

management and long-range planning functions of the entire institution. 

Examples: Chancellor, president, vice-chancellor, vice-president, the planning office, 
coordinating board, governing board. 

Fiscal Operations (6.2) : This category Includes those activities related to the fiscal operations of the institution. 

i 

Examples: Budget officer, business manager, auditor, controller* payroll accounting. 
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. ^ ' DEFINITIONS AND INSTRUCTIONS (D.4) - Continued 

Definitions: * 



General Administrative Services (6.3 ): This category includes those activities established for the general 
^ administrative operations, services, and functions of the institution as well as those activities 

• related to personnel records for the faculty Jlfid staff. . 

Examples: Administrative data processing, administrative services, affirmative action office, 
personnel .director, room scheduling, space allocation, and scheduling. 

Logistical Services (6.4) : This category includes those activities related to the procurement, storage, and distri- 
bution of materials and supplies as well as »the campus-wide transportation and communication 
systems. Also included are those activities related to the environmental health and safety of 
the students and staff. . 

Examples: Campus security, car pool, environmental -heal th and safety, freight, parking, 
purchasing, traffic engineer. • > 

PhysicalPlant Operations (6.5) : This category includes those activities related to the maintenance of existing 

groprids and facilities, the provision of utility services, and the planning and design functions 
of future plant expansion and modification. The is^tual capital expenditLmes for the plant 
expansion ana modification should be excluded. * ' 

Examples: Building maintenance, campus architect, custodial service, grounds maintenance. 

Faculty and Staff Auxiliary S ervices (6.6) : This category includes those support activities that have been established 

primarily to serve the faculty and staff. A fee normally is charged for these services, often 
directly related to, but, not necessarily equal to, the cost of the service rendered. Auxiliary 
services that benefit both the student body and the faculty and staff should be classified under 
Student Auxiliary Services (5.5), Format D.3. 

Examples: Faculty club, faculty housing, faculty and staff child care, faculty and staff recreation 
center, health services for faculty and staff. 

Public Relations and Development (6.7) : This category includes those institutional activities established to maintain 

relations with the local community, institutional alumni, and the public in gpneral , and to conduct 
activities related to fund raising and development. 

^ Examples: Alumni clubs, alumni office, fund raising, development office, information services. 



DEFINITIONS AND INSTRUCTIONS (D.4) - Continued 



Definitions : , \ > 

Student Recruitment^. Admissions, and Records (6.8)^ This category includes those activities ^hducted by an 
• ^ . ' institution that relate to the recruitment of- new students, the student ad^ssions process, 

and the administration of student records. 

Examples: Admissions, registrar, student records, transcripts, photo I.D.'s'. 
Instructions: ' - 

— _ _ m ^ 

This format ii a detai led description of the institution's ^urr^nt fund expenditures and personnel employment in the 
various institutional-support areas. The definitions and examples used in the institutional support areas are based 
on the NCHEMS Program Classification Structure. For additional help in classifying expenditures or positions, see. 
'NCHEMS Technical Report #63. . , ■ 
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13 Budgeted Revenues 



~ FINANCIAL INFORMATION 
CUURENT FUNDS REVENUES BY SOURCE 



Irtstltutlbn 
Academic Unit 
Time Period _ 



Source of Funds 


Unrestricted 
^ Funds 


Restricted 
Funds 


Total 
Funds 


Tif ■? ^ 4 f\n 3 n ri FottC , ill 


















[ ] 


I " ] 


c ] 




r ] 


[ ] 

, ^ 


[ ] 


LOCcl 1 ^ V'^/ 


r 1 

L -I 


[ ] 


[ ' ' 1 


Gov6rnfn6nta 1 rjranxs ano curii.rauta 








Cft<^AM3 1 ^ - f 7 ) 
reoerai ^ 








— - . — * ' ■ 

^ State # 


r 1 




[ ] 


/ i " ' (9) 

Local ^ \v f 




[ ] 


[ * ] 


Private oitts, qranvs* ana cuntrav.L^ 








• ■ ^ 

Endowment incoTO v \'*/ 








Sales and services of educational activities (12) 








Sales and services of auxiliary enterprises (13) 








Salps and services of hospitals (14) 








Independent operations (15) 


* 


^ --.jiL — ^ 




^ Other sources . (16) 








Tot^al Current Funds Revenues (17J 






> 

f 



Note- Bracketed amounts should be included in the values reported for theif respective category, for 
exaniple, dollars for Federal Appropriations (line 3) should be included in the amounts reported for 
Gc'V rnri\ental' Appropriations (line 2).. ^, 
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DEFINITIONS AND INSTRUCTIONS (D.5) 



Definitions : ^ 

- - - - — . % r 

Current Funds Revenues : The accrual basis of accounting reconmended for use in higher education stipiflates that 

revenues are reported only when earned . Therefore all unrestricted monies are reported as revenue 
as soon as they are accepted by the institution. However, restricted funds are not earned until 
all of the terms of the agreement under which they were given to the institution have been met and 
these terms are met only when the monies are expended in accordance with those restrictions. 
Thus, restricted funds are initially reported as additions when they are received (all additions 
are reported in the Stateir^nt of Changes in Fund Balances) and are not reported as revenues 
until they have been expended. The term revenues generally is us;ed only in the Currei\t Fund 
and includes (1) all mrestriated monies accepted during the reporting period and (2) that 
portion of vestriated funds expended for operating purposes during the reporting period. 



Funds Restrictions 



Sources of Revenues 



Unrestricted Funds : Monies that may be used for any purpose deemed necessary by the institu- 
t ion's management. Thi3 category would include all designated funds (unrestricted funds that ^ 
may be used only for those purposes designated by the institution "-s governing board). However,;- 
the governing board may change the designations at any time and redesignate the funds for some' 
other use, so designated funds are shown as unrestricted. All unrestricted funds the institution 
receives must be reported first in the Unrestricted Current Fund. Then, if necessary or, desirable, 
they may be designated and transferred to another- fund group. 

*. 

Restricted Funds : Monies that are given to the institution for a very specific purpose an^ must 
be used only for that purpose. 

'if- 



(1) Tuiti on and Fees : Tuition and fees include all tuition and fees assessed (net of refund^) 

against students for current operating purposes. Tuition and fees remissions or exemptions should 
be assessed and reported as revenue even though there is no intention of collection from t\\Q 
. student. An amount equal to such remissions or exemptions should be reflected as .expenditures 
and classified in the category Scholarships and Fellowships (if that is the purpose of the 
exemption) or classified as staff benefits in the appropriate expenditure category {if tMe 
exemption is made in compliance with a formalized policy granting exemptions to relatives^ of the 
Institution's staff or the staff itself). ' 
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OEFINITIONS AND INSTRUCTIONS (0.5) - Continued 



Definitions 



00 



if tuition and/or fees are remitted to the state as an offset to the state appropriation, the 
amount of tuition and fees should be deducted from the- total for state appropriations and added 
to the total for tuition and fees. ^ » 

If the assignment of student fees to debt service, renewals and replacements, or unexpended plant 
funds is an administrative action only, or is.subject to change by the governing board , then such 
fees shoultJ be reported as Unrestricted Current Funds revenues and included in this category. 
Pledged revenue finder bond-indenture agreements should not be reported as additions to plant 
funds, but should be reported as Unrestricted -Current Funds revenues. Monies from fees on 
debt service on institMtional plant, or for renewals and replacements of plant, or for expansion 
of facilities should not be reported under this classification, bfut should be reported as direct 
additions to plant funds, since such fees are not legally available for current operating 
purposes. , 

Revenues from tuition and fees for an academic term, such as a summer session, conducted over a 
fiscal year-end should be reported totally within the fiscal. year in which the program is predomi- 
nantly conducted. The revehues and expenditures for any summer session should be reported in 
the same fiscal year. This procedure for reporting the- revenues of suiraner sessions is an allowable 
exception to reporting revenues on a accrual basis. All-other revenues should be reported when 
earned.. > ® 

Charges for room, board, and other services rendered by auxiliary enterprises are not included in 
this categorj^ but should be classified as Sales and Services of Auxil iary Enterpri ses. If an 
all-inclusive fee for tuition, room, and board Is charged, a reasonable allocation should be made 
between the categories Tuition and Fees and Sales and Services of Auxiliary Enterprises. 

Fees assessed for student health services that are operated as a service to the student body rather 
than as an auxiliary enterprise would be Included in this category. 

(3) Governmental Appropriations - Fede ral ^ 

(4) Governmental Approp ri at lQns_-_ State 
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DEFINITION 



INSTRUCTIONS (D.5) - Continuerf 



Definitions: 



(5) Governmental Appropriations •• Loca l % / * 

Governmental appropriations include. those monies received from or made available to an institution 
through acts of a legislative body. They do not include governmental grants or contracts. These 
three categories include all such unrestricted appropriations and all restrlcteci appropriaj^ions 
to the extent expended for current operations. 



Funds disbursed for. the account of the institution by a 
a state retirement system on behalf of the institution. 



governmental agency, such as payments into 
would be included in these categories. 



These categories inclyde only governmental appropriations made from tax levy funds, including 
those taxes levied directly by the institution under authority granted by the legislature or 
constitution, federal land-grant appropriationsf and federal r.evenue-sharing funds. They do not 
include institutional fees and other income reappropriated by the legislature to the institution. 
Tuition and fees collected by the institution and returned to the .institution in the form of 
appropriations- (that is, reappropriated tuition and fees) would have' to be subtracted as they 
already appear as tuition and fees. 

Governmental appropriations should be categorized by the governmental level (federal, state, or 
local) of the legislative body funding the appropriation. The following criterion should be used 
in determining which legislative level is the 'funder: 

The funder level is the same as the level of that agency making the decision that the monies 
will be appropriated for the particular purpose for which they are ultimately expended- 

For example, if the federal government stipulates a specific use for particular monies and those 
monies subsequently are only administered by the state, the funds would be classified as federal 
monies'. However, if the federal government distributes funds to the state for unspecified general 
purposes (for example, general revenue sharing) and the state then appropriates all or a portion 
of those monies to the institution, the funds received by the institution should be classified as 
state. monies rather than federal monies. • ' 
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DEFINITIONS AND INSTRUCTIONS- (D. 5) - Continued 



The- determination of whether a particular governmental appropriation should be classified as 
restricted or unrestricted funds sjiould be based upon the ability of the institution to effect a 
change in the intended use of the funds during. the reporting period, should circumstances require. 
If a change in the intended use of the funds can be made without having to go through the legisla- 
tive process, the funds should be considered unrestricted. State' general fund appropriations should 
be considered unrestricted funds unless the legislature places restrictions og their 'use so specific 
they substantially reduce the institution's flexibility in its financial operations. Where an 
Intermediate group e)^ists, if a change in restrictions needs to be made and it can be made by 
the intermediate body without having to go back through the legislative process, the funds 
appropriated should be considered unrestricted. . V - 



Governmental 


Grants 


and 


Contracts 


- Federal 


Governmental 


Grants 


and 


Contracts 


- State 


Governmental 


Grants 


and 


Contracts 

— f — . ■ — 


- Local 



Governmental grants and contracts include revenues from governmental agencies that are received or 
made available for specific projects or programs. It is assumed that in the case of a grant or 
coi^tract, the legislative body makes appropriations to a governmental agency, which in turn enters 
into contracts with, or makes grants to, individual institutions. Examiples are research projects, 
training programs, and similar activities for which amounts are received or expenditures are 
reimbursable under the terms of a governmental grant or contract. * 

Governmental grants and contracts should be categorized by the governmental level (federal, state,, 
or local) of the agency providing the funds to the institution. The following criterion should be 
used in determining which governmental level should be considered the funder: 

The funder level is the same as the level of that agency that makes the decision that the 
contract will be entered into with, or the grant made to, the institution for the particular 
purpose for which- it is ulti-mately transacted. 

For example', if a federal agency stipulates a specific, use for particular monies and those monies 
are only administered by "state agencies, the funds wouTd be classified as federal monies. 
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DEFINITIONS AND INSTRUCTIONS - Gont^^ued ^ 



Definitions: 



f 



Amounts equal to direct costs incurred should be rtecorded as charges against current restricted- 
funds and reported as Restricted Current Funds revenues. Related indirect costs recovered should 
'be reported as unrestricted revenues. 

(10) Private, Gifts, Grants, and Co ntracts' . * ' ' 

— ■ r» ■'■ .. 

• Private gifts, grants, and contracts include amounts from individuals 'or nongovernmental organi- 
zations. The funds included In this category are of two types: (1) private gifts and grants and 
(2) private contracts.. Private gifts and grants include those monies received from private donors 
for which no legal consideration is involved (that is, no specific goods or services must be 
provided to the donor In return for the monies). Private contracts include those monies received 
for which specific goods and services must be provided to the f under as stipulation for receipt of 
^ th^ funds. This category includes all unrestricted gifts, grants, and bequests as well as all 

restricted^ gifts, grants, and contracts to the extent that the monies are expended for curV-ent 
operations. . 

Only those revenues derived from the provision «f goods or services directly related to instruction, 
research, or public service are included in the category Private Gifts, Grants, and Contracts. 
. ^ Revenues derived from the sale of goods or services incidental to t\\e conduct of instruction, 
' ' ' research, or public service should be shown as Sales and Services,, of Educational Activities. 

' < - ^ 

Income from funds held in revocable trusts or distributable by direction of the trustees of such 
f trusts should be reported under this classification. This categorj^ does not, include revenues 

derived from contracts for activities not related to the.pV'imary missions of the institution (for 
example, land rental and utility services). But monies received as a result of gifts, grants, or 
contracts from a foreign government would be included in this category. 

Amounts equal to direct costs incurred should be recorded as charges against. current restricted 
funds and reported as Restricted Current Funds revenues. Related indirect costs recovered should 
be reported as unrestricted revenues. 

When the performance of donated services is significant for an institution, the value of donated, 
services should be included in this category. The value of donated services should be determined 
by relating such services to equivalent salaries and wages (including the normal staff benefits, 
such as group insurance and retirement benefits) for similarly ranked personnel in the same 

00 
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DEFINITIONS AND INSTRUCTIONS (D.5) - Continued 



Definftidns: 



00 



institution or similar institutions. This gross amount should be reduced by the amount of 
maintenance, living costs^ and personal expenses whenever such expenses are incurred on behalf of 
the contributing /personnel (sueh as in institutions operated by religious groups). An imputed 
value for donated services should be recorded in this category only if the following circumstances 
exist: ' 

■ ■■ • , ^ / 

1. Th6 -amount of such donated services is significant when compared to the total revenues 

for the reporting entity 

/■.■./ 

2. The services performed are a normal part of the *Snstitution 's programs or supporting 
services and would otherwise be perforri^ed by salaried personrjeT 

3. The institution exercises control over the employment and dufies of the donors of the 
services I 

•4. The institution has a clearly measurable basis for determining the value of such services 

In reporting a figure for Private Gifts, Grants, and Contracts, thatj portion of the total that 
is an amount inputed to donated services should be clearly identifiefl and appropriately »oted in 
the financial statements of the institution. 
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(11) Endowment Income , ' , . / 

Endowment income includes the following: (1) unrestricted .income o'f endowment and similar funds, 
(2) restricted income of endowment and similar funds to the extent /expended for current operating 
purposes, and (3) income from funds held in trust by others under irrevocable trusts. The unre- 
stricted income from endowment and similar funds credited to revenues should be the total ordinary 
income earned (or yield) on the investments of these funds. 

I'hcome from investments of endowment and^ similar funds does not include capital gains and losses^ 
since such gains and losses are accounted for in the Endowment artd Similar Funds group. .If a 
portion of the gains of endowment or quasi -endownt funds investments is utilized for current ^ 
/ operating purposes, the portion so utilized should be reported as a transfer rather than as revenues 

Income from funds held in trust by others under irrevocable trusts should be separately identified 
under this heading. " ■ ' ' , 
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DEFINITIONS AND INSTRUCTIONS (D.5) - Continued 



, V , (12) Sales and Services of Educati onal Activities 

' - : '■**■*"' ' ' ' ' ' : ' . * 

Sales and services of educational activities include revenues derived- from the sales of goods or 
, * ■ . services that are incidental to the conduct of instruction, research, or public service. ' Examples 

' ^' , of such revenues are film rentals, scientific and literary publications, testing services, univer- 

sity presses, and dairy products. For revenue-reporting purposes, the type of service rendered 
. takes precedence over the form of thg agreement by which those services are rendered. Include 
, revenues for the sales and services related to agricul tural -experiment stations and extension 
services in this category. -Therefore, the incidental revenues af educational departments would 
not be included in the category Private Gifts, Grants, and Contracts, even if they should be 
perfonuBd under contract. ' • 

If Service to the students rather than training and instruction i-s the primary purpose of the 
. activities that create the renpue, it should be classified as Sales and Services of Auxiliary 

Enterprises. . w 

This category does not include the revenues generated by hospitals operated'by the institution. 
' These re^tenues should be classified as Sales and Services of Hospitals. However, revenues 

* • derived from health clinics that are not 'part of a hospital, excluding those that are a' part of 

. . the student health services program^ should be reported in this category. 
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(13), Sales and Services of Auxiliary Enterprises ' . 

This category includes all revenues generated by the auxiliary-enterprises operations of the 
institution. An auxiliary enterprise is an entity that exists to furnish goods or services to 
students, faculty, or staff and that charges a fee that'is directly related, although not 
necessarily equal, to the cast of the service. Thei general publ icWy^ served incidentally by 
some auxiliary enterprises. Auxil iary enterprises include residence halls, food services, " 
•student-health services, intercollegiate athletics (if operated as essentially self-supporting 
^ operations), college unions, college stores, and other services, such as barber shops and 
movie houses. . :, 

This category" does not include revenues received 1n"the form of grants, gifts, or endowment 
income restricted for auxiliary enterprises, but is limited to monies derived directly trom the 
operation of the auxiliary enterprises themselves. . ' 
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DEFINITIONS AND INSTRUCTIONS (D.5) - Continued 



Definitions : 



09 
4* 



(14) Sal es and Services of Hospitals . . 

Sales and services of hospitals includes the revenues (net of discounts, allowances, and provision 
for doubtful accounts) of a hospital operated by the institution. It includes revenue from daily 
patient services (medical, surgical, pediatrics , intensive care, and so forth), revenue from 
nursing services (operating room, recovery room, and so forth)^ and revenue from other profes- 
sional services (laboratories, blood banks, and so forth). It does not include revenue for 
research and other grants, gifts, appropriations, or endowment income restricted for hospital 
operations, but is limited to monies that are directly attributable to ttie operation of the 
hospital. Revenues of health clinics that are part of the hospital should be included in this , 
category, unless such clinics are part of the student-health services program. 

(15) Independent Operations 

Independent Operations includes all revenues associated 'with operations independent of or 
^ unrelated to the primary missions of the institution (instruction, research, public service) 

although they may indirectly contribute to the enhancement of these programs. This category 
generally includes only those revenues associated with major federally funded research laboratories. 
7 Such revenues include not^ly those derived from sales and services of such operations, but all ^ 
/ other revenue for research and other grants, gifts, or appropriations restricted to these operations 
/ This category does not include the net profit (or loss) from operations owned and managed as 
J investments of the institution's endowment funds. 

(rS) Other Sources ^ • 

^ Other Sources includes all items of revenue not covered elsewhere. Examples are interest income 

and gains (net of losses) from investments of unrestricted current funds.. This category also 
includes revenues resulting from the sales and services of internal service departments to persons 
or agencies external to the institution (such as miscellaneous rentals and the sale of computer . 
time). 
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FINANCIAL INFORMATION 

T >. 
CaUMNAR BALANCE SHEET 



Institution 
Date 



(In Thousands of nollars) 


Current* Funds 


* loan 


Endow'nent 
^Xmj far runds 


Annul ty 
& 11 fe^ 
InccKne Funds 


Plant Funds 


Unrestricted 


Restricted 


Funds 




Renatfdl & 
Replacement 


(Retirement of 
Indebtedness 
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DEFINITIONS AND INSTRUCTIONS (D.6) 



Definitlons t 
Assets : 



00 



(1) Cash 



Includes the cash on hand, petty cash, and cash in bank accounts, associated with each fund group. 
Does not include short-term investinents . 



(2) Investments 



Includes marketable securities, real estate, patents, copyrights, royalties, participations, and r 
so forth. Investments purchased are reported in the financial statements at cost and investments 
received as gifts at the fair market or appraised value of the date of gift, unless there has 
V beeti an impairment of value not considered to be temporary. (As a permissibl'fe alternative, 

investments, exclusive of physical plant, may be reported in the financial statements at current 
market value or fair value, provided this basis is used for all Investments of all funds.) If 
the Institution records investments on the balance sheet at cost, information should be included 
to show market value. Investments may be categorized further as securities, real estate, and 
other investmeirts. 

9 Securities: Includes bonds ^ notes, preferred stocks, and coirmon stocks. 

9 Real fstate: Includes real property in which funds are invested for the purpose of 
procKicing income (usually a part of the Endowment Fund). Such properties may be acquired 
by gift, purchase, or foreclosure of mortgage notes. 

(3) Accounts Receivable 

Includes all a/nounts owed the institution, generally on open account, and limited to collectable 
amounts of completed sales of goods and services. Governmental appropriations that are subject 
to release by a governmental officer for institutional use should be shown here and not under 
cash. Accounts receivable are shown at face value less an allowance for "doubtful accounts. 

» 

(4) Inventories 

Merchandise for sale including suppl 1es and stocks-ln-stores. Examples of the latter are office 
supplies, fuel, building supplies, and goods not yet charged as expense but carried- In' stock in 
general storerooms ^.f or future requisition or sale. Inventories are not charged as expense until 
^ /\ used. Merchandise Vor sale includes such items* as inventories of student stores, university 

presses, and food service. " ' • 
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^ DEFINITIONS AND INSTRUCTj^NS (0.6) - Continued 

(4) Prepaid Expenses arid Deferred Charges • * 

Includes that portion of operating expenditures properly chargeable in a period subsequent to the 
date of the balance sheet, 

(5) Notes Receiva ble '» . . 

Includes all amounts owed on promissory notes from debtors. Notes receivable for loans should 'be^ 
carried in the Loan Funds group at face value less allowance fordoubtful loans. Provision for 
doubtful loans should be charged to the^equity account of the specific loan fuaxi. 



(6) Institutional Plant 



The physical property owned by an institution and used for institutional purpo'^e^, such as land, , 
biiildings, improvements other than buildings, and equipment. 

(7) Interfund Borrowing Due From Other Funds 

Represents the amounts of funds loaned temporarily between fund groups (for example, -Ur>restricted 
Cur*rent Funds loaned to the Plant Fund). ^ 

• . , \ ' • . 

(9) Accounts Payable and Accrued Liabiliti&s 4 

Represents liabilities for goods received and other expenses incurred for which disbursement have 
not been made as of the date of .the report. Payrolls due and unpaid are included in this category 
in the Current Fund* Amounts deducted from payrolls and not yet forwarded to proper agencies, 
such as income taxes withheld, social security taxes, and retirement annuity premiums, are shown 
here. 

(10) Student PepQS its 

. Includes receipts for various purposes that an instftution may be required to repay in whole or 
in part. Examples are deposits for breakage, room-rental contracts, keys, library books, and 
reservations for admission to the institution or to the r^idence halls. 



DEFINITIONS AND INSTRUCTIONS ~(D.6) - Continued 
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(n) Deferred Revenues 

Includes payments made to the institution in advance of the reporting period to which they apply . 
for. services to be rendered in a subsequent reporting period. Examples are tuition, fees, and 
room rentals paid in advance- of the fiscal period tp which they apply. 

♦ 

(12) Notes Payable 

Represents liabilities for outstanding notes. . 

(13) Contracts Payable -* 

Includes the present value of the aggregate liability for annuities payable in the Annuity Funds 
and income payable in the Life Income Funds based upon acceptable life-expectancy tables.. When 
a gift is received the present value of the annuities payable is credited to the liability 
account and the remainder to the fund balance. Perioditally an adjustment is made between the 
. liability and the fund balance to reflect the .recomputation of the liability based on the ^ 
■^revised life expectancy. 

(14) Mortgages Payable ^ 
Represents liabilities for outstanding mortgages. 

(15) Bonds Payab,le " . > 

Represents liabilities' for outstanding bonds. *' 

(16) ^ Interfund Borrowing Due to Oth^r Fu nds ' ^ . » 

t. * t 

Represents the amounts of funds loaned temporarily between fund groups (for example, Unrestricted 
Current Funds loaned to the Plant Fund). 



DEFINITIONS AND INSTRUCTIONS (D>.&) - Continued 



Definitions : 

—/^ _ ,4 

Funds Balances: 



A- 



expen- 



(18) Curf'ent Funds Balance - Unrestri cted* * A 

The unrestricted fund balance In, the Current Fund represents the net accumulation over the years 
■ of. the excess of unrestricted current fynds revenues over current funds expenditures and transfers 
This amount is avai lable for future operatin-g purposes or for any other use approved by the 
governing board of the institution.' There will be a negative fund balance if cumulative exr 
ditures and transfers have exceeded revenues., 

^ I- 

(19) Current Funds Balance ~«Restricted 

Represents the unexpended balances of funds restricted by donors or other- outside agencies to 
specific operating purposes. These funds originate from income on restricted endowment funds, 
gifts from donors Who have placed limitations on their use, and grants from private or govern- 
mental sources specifically for research, training, and so forth. This item on the balancSv 
sheet consists of those restricted funds available for expenditure in future reporting periods. 

(20) Board- Designated Funds, . . • " 

This item includes all unrestricted fund balances (outside the Current Fund) and, therefore, 
.represents that portion. of fund balances designated by the institution's governing board for use 
in those- fund group^s. ' , • 

(21) Restricted to Other than Current Operations 

This item includes all fund balanWs that have beJh-^estricted by the donors for purposes other 
than the. support of current operations. " . ' 



Net Investtrent in Institutiohai Plant 



■ * 

The net investment in plant is-the totaj-of the institutional equity in phys 
•It is, in short," the institution's paid for plant facilities. 



ical-plant 'assets. 
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DEFINITIONS AND INSTRUCTIONS (D.6) -"Continued , 



C urrent Funds : Current funds includes all unrestricted current funds revenues and restricted 
current furvds additions. - 

Loans Funds : Report those funds that have been loaned, or are available for loans to students* 
faculty, and staff. Do not include loans made to the institution. 

Endowment Funds : This fund, group includes funds whose principal is nonexpendable and that are 
. intended to be invest'ed to provide earnings for institutional use. Include , temi endowment and 
quasi -endowment funds. • ^ ' 

Annuity and life Income Funds : This category includes all funds carrying a stipulation t^at the 
institution m^ke payments to one or more specified beneficiaries. . - , 

Plant Fund : Report all unexpended plant funds, funds for renewal and replacement^ funds for 
•debt service charges and' for the retirement of indebtedness, and the amount of institutional 

funds invested in physical plant facilities ^other than those of endowment and similar amount 
- of funds). ' ' ' 
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INSTRUCTIONAL ^EASURES 
MEASURES OF CLASS SIZE 



Institution. 



Academic Unit 



Academic* Term{s) 



Method of 
Instruction 


Median 
Section. 
Size 


Frequency Distribution of Section Size 


Tntai 

f V bU 1 

Section 




ft 1 c 


1 7-24 


25-34 


35-49 


50-99 


TOO 
or more 


Lecture 


r 














« 




Olsdussion/seminar 




— ^ 
















Laboratory 


* 










- , 


— 






Independent study 


1 

N/A 












.-^^^^ 






Tptal 


N/A^ 
















> 


Lecture 


■ 



















Discussion/seminar 














. — , 


r ™ 




Laboratory 


4 


















Indepi^ntSent study 


n/a' 


















Total 


N/A^ 


















^ Lecture 




t 
















Discussion/seminar 




















Laboratory ^ 




















Independent study 

• 


N/A^ 


















Total 


N/A^ 



















> 

3 



o 

a. 
ex 

=9 



3 

o 



14!) 



1. Not applicable 

2. Ranges of section size are specified for Illustration^ purposes only. 
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DEFINITIONS AND INSTRUCTIONS (E.T) 



Definitions ^ 
Course Level 



The instftutional categorization for the level of offering of a specific course; the categorization 

' ^ is generally derived from 'the level of student to which any particular course offering within a 

discipline is primarily directed. Multiple-level courses should be assigned a course level that 
most represents primary intent of the course. For lEP, three course levels are specified within 
each discipline: <. 

Lower Division : Course offerings at a level of comprehension usually associated with freshmen 
and sophomore students. - 

Upper Pi v1 si op : Course offerings at a level of comprehension usually associated with junior and 
senior students. Jointly offered upper-di visiOn/graduate courses should be classified as upper 
division. 

■ . - - , . , ,. , . • ' • 

Graduate : Course offerings at a level of comprehension usually associated with postbaccal aureate 
students. 

Method of Instruction : The categorization of the n^thods by which organized instruction is conductedlhat reflects 

educational technology^ and the use oftthe facilities, materials, aiwf equipment. Tne primary 
types of instructiop are: 1^ , 

^ Lecture : Formal pre^ntation; primariTy one-way coirmunication. ~ 

Discussion/Seminar : Two-way communication of course materials. ' \ 

' Laboratory : Instructing, preparing, and supervising Uudent investigations. 

Independent Study : Students working on a one-to-one relationship with th^ instructor. This' 
• category also includes individual tutorials and thesis and dissertation advising. 



Section Size: 



The number^ of students enrolled in a section of a course. 



MedianlSection Size: The median number of students enrolled in all sections by each method of instruction 

■ ' I ■ I I f ■ « » I ■ ■ . . . P- . 

<• • ■ , 

Total Section Offerings. : The total number of sections offered by each method of instruction. 



« 



DEFINITIONS AND INSTRUCTIONS (E.l) - Continued 



Insiintctlons: 




- regular census date. For example, if a lab section has 20 student?; 1t would be recorded as a single 

course offering under section size 17-24, according to- the particular course level. Each sectiqn'of a course is to be 
treated as a separate course offerifjg. 
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INSTRUCTIONAL I€ASURES 
DISTRIBUTION Of STUDENT CREDIT Jfi)URS TAUGHT BY STUDENT LEVEl" 



^ ■ 



Institution 



Academic Unit 



Academic Tenn(s) 



cn 



Student Level 



SCHS Taught to: 


Lower Division 


Upper Division 


First Professional 


Graduate I 


graduate II 


Total 


SCHs 


% of LD 


SCHs 


% of m 


SCHs 


% of FP 


SCHs 


% of SI 


SCHs 


\ of Gil 


SCHs 


% of Total 


Students In 
same department 






1 










t 








100« 


Students In 

same polle.ge/d1 vision 












— » 












100X 


"-Students; in rest - 
of Institution 
















I A 










Total 








1001 




100X 




lOOS 




100% 




lOOX 



Notes Specify whether the SCH represents semester credit hours or quaj5|||f. credit hours. 
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- DEFINITIONS AND INSTRUCTIONS (E.2) 

■ ■. ' ' ... . '• , ■ . . ■ . " . • 

Definitions ; 

Student Credit Hour : A unit of measure that represents one student engaged 1n an activity for which one Rour of 

credit toward a' degree or other certificate will be granted upon successful completionN The 
student credit hour may represent either semester credit hours or quarter credit hours depending 
> • u0on the academic calendar the institution has ^idopted. Total student credit hours for a course 
are calculated by multiplying the course credit hour value by the number of students enrolled 
in the course. 



Student Level : 



1 .-.7 



iir 



Lower Division : Includes all students who are enrolled in programs leading to an associate degree 
(including three-year assoctatt.-degree programs) or in undergraduate occupational or vocational 
prosrams of three years duration or less; and all other undergraduate students who have earned, 
less than ^0 percent of the number of academic credits normally required for a four-year 
bachelor's degree J typi dally classified as freshmen or sophomores). . 

Ijpper Division : Includes all undergraduate students who are not in associate-degree or 
occupational -vocational programs and who have earned 50 percent or nK>re of the academic 
credits normally required for a, bachelor's degree (typically classified as juniors and seniors). 
Includes students . in years three, fou>9, and five of five-year bachelor's degree programs. 

First Professi onal : Includes all students who are pursuing any one of the following first 
professional degree progragis: M.D.; D.O.; LL.B. or J.D.' ("if'j.0. is the first proffessTona"! 
degree); D.D.S. ; D.V.M. ; O.D.s B.D. . M.DIv. or Rabbi; Pod.D. or P.M. Students enrolled in 
undergraduate preprofessional curricula and students" 1n the first two years (corresponding 
to the undergraduate freshmen and sophomore years) of Integrated graduate professional -degree 
programs should be classified as lower division, and not as graduate-professional students. 

Graduate I : Includes all students who hold a bachelor's degree or the equivalent (or a first 
^professional degree) and (a) are.. purSuinq a master's degree, or (b) are pursuing a doctoral 
degree; but have not earned a master's degree and have earned fewer than the equivalent number , 
of credits' normally required for a master's degree, or (c) are in a special unclassified, 
visitor, or other status, or (d) are pursuing an Educational Specialist certificate, degree, or 
coordinate intermediate-level degree program, whether or not they possess an earned master's degree 

* 

Graduate II : Includes all. students who are pursuing a doctoral (except first-professional) degree' 
program, except those who are classified as Graduate I by the definition provided above. 

* . ■ • 



•DEFINITIONS AND INSTRUCTIONS (E.2) - Continued 



Definitions:. 



U3 



- SCHs Taught to Students in Same Department : The distribution, of SCHs by level for those students who are majoring 
• • ,'. ,.■ ■ . in courses of study offered by the i;'eporting department. 

SCHs taught to Students „in Same College/Division : .The distribution of SCHs by level for those students who are . 

majoring in courses of study offered by the same college or division as the reporting un.it. SCHs 
reported in , the first category are to be excluded here. 

SCHs Taught to Students in the Rest of the Institution : The distribution of "SCHs by level for those students who 

are majoring in course of study offered by the rest of the institution. SCHs reported inthe. 
first and second categories are to be excluded here. 



Instructions: 

_ — ^ , — 



This format isdesigned to illustrate the exteht to which an academic unit is teaching its own students, students of 
related departments in the same college/'division of the reporting department, and students, from other colleges or ^ . 
divisions. The data can be reported for^a single^ academic term, all terms' within the regular year, or all terms within 
the fiscal^j^ear. Student credit hours should be reported as of • the institution's regular census date. 
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INSTRUCTIONAL MEASURES 
INSTRUCTIONAL STAFF 

Institution 

Academic IJnIt 

Academic Term(s) 



Academic Rank 


FTE 

Instructional 
Staff 


FTE Teaching 
Assistants in 
Supportive 
Role 


1 

Student Credit Hours 
Taught by Cours6 Level 


Instructional 

□ f f WccK ly 

Contact Hours 


Teaching 
MS5i« weeK ly 
Contact Hours 


Independent 

^tudy 
Enrollments 


Lower 
Division 


Upper 
Division 


Graduate 


Total 


Professor 




















Associate professor 




















Assistant professor 






\ 














Instructor/lecturer/ 
. other ranked staff 




















subtotal (all ranked 
Instructional staff) 




















Uftranked instructional staff 


















s/ 


Total 





















1. Specify whetter SCH represents semester credit hours or quarter credit hours. 



DEFINITIONS AND INSTRUCTIONS (E.3) 



Definitions ; 
Academic Rank: 



o 
o 



Institutionally defined; for purposes of illustration, the following academic ranks have been used 
— t& categorize instructional staff: professor, associate professor, assistant professor, and 

instructor/lectiirer/other ranked instructional staff. A category has also been provided for those 
unranked instructional staff who have primary teaching responsibility for a course. This latter 
would include teaching assistants or associates. 

FTE Instr uctional Staff : The equivalent of one faculty member who has a full-time instructional appointment. This 

calculation should include all teaching staff ,iWho have primary responsibility for at least one 

. cpurse (but' excludes teaching assistants who function in a supportive role). This category also 

excludes all PTEs or portions thereof that are budgeted or paid from- accounts restricted to 

functions other than instruction. 

FTE Te aching Assistants in Supportive Role : The equivalent of one teaching assistant who has a full-time instructional 

appointment aner who is assigned to a faculty member to serve in a secondary or supportive role. 
For example, the teaching assistant may assume such duties as grading papers, supervising labora- 
tories, and leading discussion groups. However, he or she rarely presents new material to the 
class. Typically, a teaching, assistant's appointment is less than 1.0 FTE. 

Student Credit Hour: A unit of measure which represents one student engaged in an activity for which one hour of 

— - credit toward a degree or other certificate will be granted upon successful completion.. The 

student credit hour may represent either semester credit hours or quarter credit hours depending 
upon the academic calendar the institution has adopted. Total student credit hours for a course 
are calculated by multiplying the course credit hour value by the number of students enrolled 
* in the course. 



Course Level 



The institutional categorization for the level of offering of a specific course; the categorization 
is generally derived from the level of student to which any particular course offering within a 
discipline is primarily directed. Multiple-level courses should be assigned a course level that 
most represents primary intent of the course. For lEP, three course levels are specified within 
each discipline: 

Lower Division: Course offerings at a level of. comprehension usually associated with freshmen 
and sophomore students. , ' 

Upper Division : Course offerings at a level of comprehension usually associated with junior and 
senior students. Jointly offered upper-di vision/graduate courses should be classified as upper 
division. 



dEFlNlTPONS AND If^STRUCTIONS (E.3) - Continued 



Definitions ; • ' • . . 

Graduate : Course offerings at a level of comprehension usually associated with pbstbaccalaureate . 
students. ' f * 

^ ' • ■ . ' ■ . 

Instructional Staff Weekly Contact Hour ; The number of hour spent by instructional staff mend)ers in contact with 

scheduied^sections in one week. % 

Teaching Asst. Weekly Contact Hours r The number of hours spent by teaching assistants in coatact with scheduled 

sections in one week. ^ . 

Independent Study Enrollment : 'The -number of students enrolled in independent study, thesis and dissertation super- 

' vision, student teaching, and other field instruction normally conducted outside of a classroom or 
class laboratory. 

. • ^ ■ ■ ' . 

Instructions: ' ' 

The intended purpose of this format is to measure the workload of the instructional staff by looking at selected 
measures. The workload measures may be expressed as totals for alT FTE within a particular academk rank or as 
averages per FTE. Aigain the data can be collected for a single academic term, all terms within th« regular academic 
year, or all terms within the fiscal year. 
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Q Research Grants and Contracts 
Q Training Grants and Contracts 
Q Other Grants and Contracts , 



RESEARCH MEASURES 
EXTERNALLY."SPONSORED GRANTS AND CONTRACTS 
APPLICATIONS, AWARDS. AND EXPENDITURES 



Institution _ 
Academic Uni\; 
Time Period 



Applications 




Awards 




fiscal Year 



Source of Funds 


Nuntfjer 
of 

Applications 


Total 
Dollars 
Requested 


Median 
$ Size of 
Application 


Number 
.of 
^yards 


ftedlan » 

Dollars 

Awarded 


Median $ 
' Size of 
Award 


Number, of , 
Existing 
• Contracts 


Total 
Dollars 
Expended 


Federal gOvei^jWienf 


■■ I • 
















State and local 
government 










■ % 








Private foundations 
and industry 

r 1 1 1 1. .... 




/ 




/ 


\ 








All other external 
sources 


















Total 



















Please indicate your current negotiated overliead rate 

n Based on salaries, wages and benefits. 
, O Based.o.n total direct costs. 
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RESEARCH MEASURES 
EXTERNALLY SPQJJSORED GRANTS AND CONTRACTS 
PERSONNEL AND GRADUATE STUDENTS 



o 



Q Research Grants and Contracts 
n Training Grants ^nd Contracts 
□ Other Grants and Contracts 



Institution 



Academic Unit 
Tinte Period 



/ 



Personnel 




Graduate Students 



Source of Funds 


Exempt Staff 


Nonexempt Staff 


Paid Graduate Students 


Unpaid Grad. 
f Students ' 


Full-time 
Equiv/alent 


Total 
Compensation^ 


■■■■■■ ' ' 

Fuli-tiiTK 
'fquivalent 


Tofal 
Compensatipn 


Full-time 
Equivalent 


Total 
Compensation 


Headcount 


Federal government . 












m 


\ 


State '■and local 
goyernment 














r 


Private foundations^ 
and industry 
















All other external 
sources 










\ 




t 


Total 
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' DEFirWTIONS AND PROCEDURES (F.landF.2) 

Definitions : ' - . ^ 

Source of Funds : The agency or', Gorpovat ion providing the funds for a ^ticular grant or contract. The four 

categories- to-be psed are the Federal Government, State and Local Governments, Private Foundations 
and . Industry i and All Other External Sources. 

Number of Applications : The tatal number of grant and contract applications made to each funding source during the 

specified time p^of. Include applications for renewal of existing , contracts 1f they represent 
additional cesearcn activity. 




rested ; The total dollars requested from .each funding source on grant and contract applications 
made during the specified time period.* 

Median Dollar Size of Apptication: An Indication of the "average" dollar amoun^ requested from each funding source'. * 

Number of Awards : The total number of grants and contrasts awarded by each funding source during the specified time 

perjbd. Include renewals or extensions to existing contracts if they constitute additional research 
IP „ activity. • ^ ' ^ " • ^ \ 

- Total Dollars Awarded ; The total dollars awaked by each funding source during the specified time period regardless 

0? the duration of the grant or contract. 

»•.•'•" 
^ Adlan Dollar Si^e of Award : An Indication of the "average" dollar amount awarded by each funding source. 

Number of Existing Contracts ; The total'^mber of grants and contracts in effect as of tfie last day of the reporting 

period. 



Total Dollars Expended : The total number of dollars expended from existing grants and contracts during the reporting 

period. Exclude any overhead or indirect costs. 



Exempt Staff: The total fuW-time equivalent employees and compensation for those individuals exempt from the 

^Falr Labor Standards Act who were paid from externally sponsored grants and contracts. Include 
.fringe benefits as a part of compensation. 




Jjjlfriexempt $ta?^f » . Jhe total full-time equivalent employees and comf)ensatfon for those individuals subject to the 
, ' Fair Labor Standards Act who were paid fr5m externally sponsored gran-ts an^l contracts. Include 
fringe ben^fjjts as a part of compe*isat1on. f Y 



•DEFINITIONS AND INSTRUCTIONS (F.l and F.2) - Continued 



Definitions : . . v " 

Paid Graduate Students: The total full-timfe equivalent employees and compensation for those graduate students paid 

from externally sponsored grants and contracts. Include fringe benefits and waived tuition and 
fees As a part. of their compensation. 

Unpaid Graduate Students ; The total headcount of graduate students participating in externally sponsored activities 

but who are not being compensated for their efforts. 

^ ->- ■ ^ t 

Instructions : . . . ■ ^ 

Formats F.l and F.2 are (iesigned to measure the amount of sponsored research (training) occurring within an academic 
unit. The "formats should be completed separately for research grants and contracts, training grants and contracts, 
and other externally sponsored grants and contracts. The time period should be specified and should be-xonsistent 
^yith the time periods Indicated for the rest of the Information set. 

■ However, if a research grant or contract" does not conform to the time pe'riod of the rest of the information set be- 
cause it is a multi-year or partialVyear contract or grant, the academic unit should report an equivalent amount 
for the period sj)ec1f ie'd. / For examp^le, if an academic unit has a- two-year grant for a given activity, the reporting 
unit should only report half of that data for a reporting period, assuming the half of the reporting time period 

'is the basis for the rest of the ^pformation set. " ^ 



ACADEMIC SUPPORT 




ERIC 



ACADEMIC SllPPORT INTORMATION 
LIBRARY HOLDINQ^ 

Institution 
Support Unit 
Time Period 



Collection Category 


Added during 
Acadenilc Year 


Total Held at 
End of Academic Year 


Book stock 

Nun^er of volumes 


1 




N\ini)er df titles y 






Separate government documents ^ 
Number of volumes 


If 




Mfcroforms 

Number of book titles 


* 

'A' 




Number of periodical titles 






Number of other, not included above - 






Audio and/or visual materials 
Motion picture titles 




■» 


Audio recording j:1^s 


• 




Filmstrip titles 






Other librar/'material titles 






Periodical subscriptions 
Journal titles . 






Newspaper titles j 






Other titles ^ 




i 



DEFINITIONS AND INSTRUCTIONS (G.l) 



Definitions : ^ 

Added During Academic Year : The gross number of volumes or titles added during an academic year for each collection ^ 
. ' category. 




Total Held at End of Academic- Year : The total number of volumes or titles held at the end of the aca<Jgyfear for 
^ each collection category. ' 1^ \ 

Book Stock- The library's cataloged conection(s) of books and other printed materials that are cataloged in the 

^' ?ame manner as books and that are interfiled with, or that may be interfiled with, books, for 

example, a government docunrent or a yearbook that has been cataloged as a book and shelved With 
books is' to be, reported as book stock. Collections of government documents, pamphlets, paperback 
books, technical reports, manuscripts, memoirs, proceedings, transactions of societies, ironofgraphic 
and publishers! series, and such,, that are not cataloged in the same manner as books should not be 
reported as bodk stock. Book stock may be cataloged by the Library of Congress, Dewey Decimal, 
• or any other classification scheme adopted by the library. 

Volumes* For reporting purposes, a volume is a physical unit of any printed, typewritten, handwritten, 

: — * . mimeographed, or\ processed work, contained in one binding or portfolio, and/or made ready for use. 

THies- For reporting purposes, a title is a publication that forms a s^eparate bibliographic whole, 

whether issued inlone or several volumes, reels, discs, slides, or parts. It applies equally to 

printed materials! such as books and periodicals, a^^well as to audiovisual materials and microforms 

Estimation proceduy-es are specified in the HE6IS and LIBGIS I report. 

Separate Government Do cument^ : A gove^mment document is any publication of a book or serial form bearinq a government 

■ imprint, for example, the publjcations of federal, state, local and foreign governments and of 

world organizations! such as the United Nations. Those government docury^ents housed in a separate 
collection should be included here. Those. government document n^ separately housed should be 
included under the Book Stock category. 

Microforms: Microforms are materials that have been photographically reduced in size for storage, protection, 

and inexpensive publication purposes^ and that must be read with the help of enlarging instruments. 

' Examples of microforms are: microfilm, ^microcard, and microfiche. These are also called microcopy 
and microtext. Microforms should be categorized as book titles, periodical titles, or other 
(those not previously included). ^ , 

\ i J 
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DEFINITIONS AND INSTRUCTIONS (G.l) - Continued 



Definitions s , ... 

\ , . . 

Audio and/or Visual Materials : These are nonbook library materials. Some require the use of special equipment in 

order to be seen and/or heard (for example, motion pictures, audio recordinqs, filmstrips, 
■slides, overhead transparencies, and mixed media (multi-media) kits). Others do not require 
the use of special equipment in order to be seen and/or heard (for example, flat pictures, 
study print sets, maps, charts, and games). Audiovisual materials not formally held by the 
library should not be included. 

Periodical Subscriptions : A periodical is a publication constituting one issue in a continuous series under the same 

title published at regular or irregular intervals, over an indefinite period, individual issues in 
. the se'rfes being numbered cdnsecutively or each issue being dated. Newspapers as well as publi- 
cations appearing annually or less frequently are included in the definition. Journals, newspapers, 
' and others are category breakdowns for periodical subscriptions. 

\ • * 

Instructions : 

' ' - - - M 

This format is intended to report library holdings by/collection category for the institution as a whole. In the 
case of an Institution that has several libraries, G.l, G.2, and G.3 should be completed by each library in addition 
to an institution-wide report.^ 

In format G.l, gift-in-k1n4/4hould be included In the appropriate category but should be footnoted-and explained 
below. In format 6.2, gifts-in-kind should be Included in the Gift and Grants Income Category, but should also 
be footnoted and explained. 
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ACADEMIC. SUPPORT I'NFOra^TION 
HBRARYJXPENDITURES AND INCOME 

Institution 
Support Unit 



• Time Period 

» » / .... , . ■ - 



■''1 

Exoenditure Catecory * 

. . '* r * 


$ Expended 


V % Change trom 
Last Academic Year 


' *w 

Salaries and wages > 

LlDrary SWTT \inciUQiHy ucneiita/ 






; Student hourly Stan * 






Suppi i es and hia tef i a 1 s 
Books . ■ 


• 




Periodicals • 4 / 






Microforms ' - 












Binding and rgbfnding 


( 1 1 




tibrary equipment^. - 






Other 






pi J ..... . . ^ 

Total Expenditures 


> 




* ■ 


, Jncofli^ Category 


$ Income 


% Change from 
Last Academic Year * 


All governmental, appropriations, tuition 
' and fees., and otTief unrestricted sources 






Gifts and grants , 






Endowments * ^- ' 




— f 


Self-generated fund^ 




' — : 


Total Income 









DeflhUions; 



DEFINITIONS AND INSTRUCTIONS (G.2) 



Amount : The funds expended for the current academic year, regardless of when the funds may have been 

received from fede/^1 , state, or other sources. Report all expenditures as whole dollars only, 
' 0"^'^t cents . ' 

Salaries and Wages of Library Staff; The salaries and wages before any deductions, Including fringe benefits 

t provided by your institution,' for all library staff (exclude plant operation and maintenance , staff 

and students serving on an hourly basis). 

Wages of Students- Serving on an Hourly Basis : The expenditures charged to the library for the wages of the students 

who served on an hourly basis (exclude all expenditures for wages not charged t|) the library). 
-Report wages before deductions. Including frinne benefits. * . 

Books : The expenditures for the books purchased during the current academic year. It should include 

preprocessing costs, where applicable, but should exclude expenditures for periodical subscriptions 
and microforms. 

Periodicals : The expenditures for the periodical subscriptions purchased during the current academic year. It 

should exclude expenditures for books, microforms, and binding and rebinding of periodicals. 

Microforms : The expenditures for all microforms purchased during the current academic year. 

Audio and/or Visual Supplies and Materials : The expenditures for all' of the audio and/or visual Supplies and materials 

purchased during the current academic year. It should exclude expenditures- for. microforms. 

Binding and Rebinding : The expenditures paid to commercial binderies for all binding or rebinding of books^nd 

^ periodicals during jt]\g current academic year. Do not allocate wages, materials, and such, for bindir 

Library Equipment : The expenditures for all audio and/or visual equipment and/or all other' equipment purchased for 

the librefry during the current academic year; .include rental and/or leased charges for reproducing 
equipnrent, computer hardware, and such, including maintenance services, where applicable. 

AU Other Library Operatin.^ Expenditures : The difference between the total expenditures and thfe sum of all itemized 

expenditures for the current academic year.' , 

B^rcentacje Change From Last Academic Year* The percentage change,, by expenditure categories in this academic year's 

budget against the previous year's actidemic budget. ■ . 
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Definitions: 



DEFINITIONS AND INSTRUCTIONS {G.2) Continued. 



All Governmen! Aparop.d^tions , Tuition- and %%es, agd Other Unrestricted So urces: Those funds allocated by the 
* ^^p,^^ institution to suppo^ the activities of the library that come from governmental appropri at' 

-^Hip*^ tuition and fees revenues-, and other unrestricted income sources.' 

Gifts and Qrants : Tho/e funds from nongovernmerrtal organizations or individuals for support of the library. 

•* Enddwmeats : Those fund||||jom endowments or similar funds for support of the library. 

Self" genera ted Funds : Those library income funds derived from fe'es or charges for library services. 




/ 



/ 



ACADEMIC SUPPORT INFORMATION 
LIBRARY CIRCULATION/UT'ILIZATION RATES 



Institution 



Support Unit X 
Time Period 



Students 



User Ca^tegorles 



Collection Category 


Under- 
graduate 


Graduate 


Faculty 


Staff 


Noninsti- 
tutional 
Affiliated 


Totfl 


Book stock 




* ' /. 










Government separate documents 














Micr'ofonns ) 








^ ^ 






• Audio/visual materials 














Periodicals 








* 






Total 








i . 

• 
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Definitions:- 

■ . ■ ■ 



DEFINITIONS AND INSTRUCTIONS (G 



Circulation/User Rates : The 'frequency -of circulation of library materials 'by collection categories and by user 
• , • categories. For definition of collection categories, see format G.l . 



User .Cigtegories : Those users of library materials according to whether they are graduate- or undglPgraduate studen^,.. 

' ' ^ members of the faculty or members of the staff of the reporting institution,' and individuals who 

:^ ' ar|rtiot a5So>T«^d' with the reporting institution. ' - ■ ' 

^- •/ ■ ■ \ -■■,■-•_•/ 



ACADEMIC SUPPORT INFORMATION 
MUSEUI^ AND GALLERY 
If^COME Af<D . EXPENDITURES 



Af>l| 



Institution 
Support Unit 
Time Period 



Income Categories 


$ .Amount forViscSl Year 


t ' 1 ■ ^1 

% Chafige from Last Fiscal Year 


All governmental appropriations, tuition 
and fees, and other unrestricted sources 

— , .1.,. , ■ .. — 1 . - .. -i ._. ' . - ' , 






Gifts and grants- .• 


. \- 




Endowments 






Sales 


1 ' ^ 1. ^^i- ■ ■ ■ ■ ■ ■ ■ - 




Admiss'io/is 


_ — ^ — —4-. - 


f 


MeiT4>erships 






Total Income 

■ 

* 

f m 


— — . ~ — • — — . 


* 


Expenditure Categories 


$ Amount for Fiscal Yeah 


• 

% Change from Last Fiscal Year 


Purchases and acquisition? 


^ 




Salaries and wages 






Supplies and matq,rials . f 


' — 4^ 


- — 


'Restorations and conservation 






Other expend iJLijrjes 


r ^ 


^ — . _„ — _ , 


Total Expenditures " v«. 




— ¥— ^ ^ 




G.4 


^ 1 .92 
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DEFINITIONS AND INSTRUCTIONS (G.4) 

Definitions: 



o 



All Other Gove^ 



rnmental A pprppria fi^ons, Tuition and Fees, and Other Unrestricted Source s: Those funds allocated by 
the institution to support activities of the museum and/or galleries that come from govirnmental . 



appropriations, tuition and fees revenues, and other unrestricted income sources. 
Gifts an d Gra nts: Those funds generated from gifts and grants designated for museum and/or gallery support. 

— ^ — ' t ^ 

Endowiront:. Those funds from endowments or similar funds for museum and/or gallery support. 

Sales : ' Those funds generated from»sales of art or historical objects, publications, and other goods or. 

services of the museum and/or gallery. 

Admissions : Those funds generated from the charging of an admission fee to view the ga-TJ^Ky and/or museum. 

Memberships : Those funds generated from the charging of a membership fee to be obsignated a member, patron, and 

. such of a gallery and/or museum. 

Purchases and •Acquisitions : Those expenditures made for purchases and acquisitions of holdings or specimens for 

museums and/or galleries. ^ . . 

Salaries and Wages : Those expenditures made for salaries and wages, including benefits, to those full- and part- 
time employees of the museum and/or gallery. 

Supplies and Materials : Those expenditures made for the day-to-day operation of the museum and/or gallery, excluding 

salaries. Included in this category are any costs associated with traveling exhibits, loans, 
exchanges, and lending collections, supplies, a'nd materials. 

Rq''ktorations and Conservation : Thdse expenditures made for the restoration, conservation, and maintenance of 
~~ holdings and art objects of the museums and/or galleries. 

• Other Expenditures : Those expenditures that are not appropriately ' categorized in the above c^tegDries. Included in 
' this category are purchases for noncapital equipment items. 

Instructions : \ ' , 

This format should be completed by each museum an^ aallery within the institution. In format G.4, qifts-in~kind . , 
\ ' <S should be included in the Gifts and Grafts Income Category but should be footnoted and explained. ' ' » 

ERJC ^ 



ACADEMIC SUPPORT INFORMATION ' . 
MUSEUM AND GALLERY 
HOLDINGS 

Institution 
* Support Unit 

. Time Period 





« 

Categories of Holdings 

< \, 


Nuinber' of 
Holdlnos at End 
of Fiscal Year 


Value of 
Holdinas at End 
of Fiscal Year 


Indreased Number* 
of Holdings ^ 
* during Fiscal Year 


Increased Value 
of Holdings 
during Fiscal Jfear 


' 1 1... 
























■ - -' - ■ ' ■ - -H — ■- f ' 


• 1 


/ 


■ - V , . .... 




i. 


^ — , 9 . — 


■•" ■ ■ -^ 


' — ^ -^-^-^^ -^-^ 




—A 








































Total f 




■ "" " V 










i 






/ 


























o 












Ml' 
•p" 




















i 






Total 












(Natural history.) 






i . . 1 








1 :^ — ' 




• 


r 




» • # • 






















u 

»r- 
U 


(Science & industry) 












— - ■■ ■■- ■ . . ■ ■ ■■ — — — ■ ■■■■■ — ^ * ^^-^ 




* — ■ ■ — — r— — — ■ — ^ 










4 


K. . • ■ ■ ... u .. .u.y . > 

^ — — 1 ■ - 




















Total 






« 
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■ DEFINITIONS AND INSTRUCTIONS (G.5) 

. i 

Definitions : . ' ' 

— ■ ■■— i , ■ ,- .^u- e ■ 

Categories of Holdings : Museum and gallery holdings are broadly ■classified into holdings or speciiriens. of art, 

history, and science. There Is generally no consensus as to appropriate subcategories- for art, 
history, and science. Thus, eacK of the categories allows for the institution to define the, . 
particular subcategorfes according to their special ize(| collections. ^ 

Number of Holdings at End of Fiscal Year : The total number of holdings or specimens according to the institutionally 

defined specialized subcategories. ^ * . ^ 

Value of Holdings at End of Fiscal Year : The total dollar value of holdings or specimens according. to the 

institutionally defined specialized subcategories. The value is determined by estimation, by the 
. cost of purchases, or by insured value, ' . 

' -f ■ ' ' ■ " . 

Increased Number of Holdings during the Fiscal Year : The total number'^f new holdjn'gs or specimens acquired during 
' the current fiscal year according to the institutionally defined specialized subcategories. 

Increased Value of Hol dings during the Fisca l Year: The total dollar value of new holdings or specimens acqui>;ed. 
" during the current f iscal~year"''adtord1ng to the •institutionally d&fl^ed specialized subcategories. 

* 

Instructions : . • . . ' 

Because there are a variety. of ways, t? categorize' the types of ho>dings of a museum and gallery, thefformat allows 
the institutioi\to specify its own categories. This format should be completed by each museum and cfallery of the 
institution, 

In format G.b, gifts-in-kind should be included in the appropriate categories of holdings for the increased value 
and increased numbers of holdincts. These should be footnoted and explained. 



ACADEMIC SUPPORT INFORMATION 
MUSEUM -AND GALLERY • 
^ VISITOR MEASURES ^ 



Institution 



' Support Unit 



Time Period , 





' Institutional Users 

— : — \ . . 




Noninstitutiorral Users 




* 


A 

Individuals , ^ 


^ InstiUitionally 
v__/Re>ated 
Toiirs 


Individuals 


General 
. Public 
Tours 


Preschool & 
Secondary - 
School Tours 


Postsecondary- 
Institution 
Tours 


Number of 
Visitors 








> 






Number of 
Tours 




* 











% ■ 
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DEFINITIONS ANQ INSTRUCTIONS (G,6) ' . 'V 

' - ' x / • . ■ • ■ 

^ Defi n itions : 

Institutional Users: The auifiber of individual visitors andXtours by- individuals who are students, faculty, staff, 
~~ ' or employees of the reporting' ipstitutNon or are otherwise identified with the instity'tian. 

• ' \ * * • ' J 

Institutionally Related" Tours : The number of touh and the 'number of visitors who are meqibers of tours organized 

[ through and sponsored by the insti tutionViaving the museum and/9r gallery. 

■ Noninstitutional Users : The number of individual visitors and \ours who are not formally identified with the 

reporting institution. \ \ . ' ' 

Gendral Public Tours ; The number of visitors who are members of tothrs and. the total number of tours that are not 
" " organized 'through an elementary or secondary khool system or a postsecondary institution. 

/ ■ \ , ' '» ■. ■ 

Preschool and Secondary-School Tours : The number of tours and the number of visitors who are men]bers ofktours 

organized through and sponsored by preschools,' elementary, and secondary schools. ' 

pQs'ts econdary-InstitutiOn Tours: The number of tours and the number of vist^rsj who are members of tours organized 

through and sponsored by postsecondary institutions, otheH than the institution having the 



museum and/or gallery. 



- ACADEMIC SUPPORT INFORMATION 

MUSEUM AND 6ALLERY 
• ADDITIONAL MEASURES 

\ ^ ■ ■ 

' '■ > ' ' 

. ' ■ ' ' ' '* . • ' 

< 

NiBT&er of museum memberships: j 

Nuntfjer of gallery memberships: 

Number of museum donors: 

ftumber of gallery donors: ' 

Number of museum volunteers: ' 

Nianber of gallery volunteers: 

" ■ . 'I 
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Institution 
Support Unit 
Time Period 



i 



ro 
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. , , DEFINITION^ AND INSTRUCTIONS {G.7) 

DefifTitions : , . . ' 

/ Number of Museum/jGal lery Membership^ i .The total number of persons that hold museum and/or <p.nety memberships for 

the current f isc-aV year. v - 

Number of Kuseum/Gallery Donors : The .total humber of per&dns that have donated a specimer, v,i?rk cf'arC, or collections 
. "~ of specimens and works of art to a museum/ qaT lery for the .current fiscal ^ear. 

Number of Museum/Gal lery Volunteers ; The total number of persons who have worked in a museur or -gallery and who 

received no pay for their work. 

Traveling Exhibits, Loa n s/Lei\ding Colle ctions, and Exc hanges : This section should contain a <^prie?: of statements 

that describe the TdTTbwfng"aspectsof a museum'-s or gal lery' s 'fravel inq exhibits, loans/ 
lending collections, and exchanges: 

1) The number of exhibits, loans, and exchanges that • includes -the number of integral pieces 
as well as cpllections 

' 2) The\stimateel value of the exhibits, loans, and exchanges ^ v ' 

3) The scope of circulation of the exhibits, Toans, and exchanges, for example, in-state,, muUi- 
y s'tate, U.S., and foreign " 

4) The origin of 'the exhibits, and exchanges that is from other museums or naileries, from the 
reporting museum or gallery, and such 

5) The length of time that an exhibit, loan, or exch-ange is to be ci rciildtrd or to be 
displayed by the {;'eporting museum or gallery 



ACADEMIC SUPPORT INFORMATION 
. ^ COMPUTING SUPPORT * -. 



Inst^itution 
Support- Unit 
Time Period 



Descriptive Statement ; This statement should describe the following aspects of the .reporting unit's computing 
support information: 

1) , A descr^tption of the computing hardware to include .main frame, core size, operating system, manufadturer, model 
* /iames. languages available and such 

2) '^A description of the units serviced 

^ Vi K listing of the services provided by the c-emputing center and the cost rates 

4) An organizatiohal flow chart that depicts the relationship of the reporting unit to the other institutional 
functions 



% of Computer Time by Activity Categories 

Instruction for:^ 

Graduate students 

Undergraduate students * 

Research by : 

Students ■ 
Faculty • 

Administrative activities 

Outside usfer activities 



% of Computer Time by User Categories 
Undergraduate students 
Graduate students 

Departmental users 
Administration users » 
Noninstitutional affiliated users 
Total 



Total 



100% 



100% 



ERIC 



Expenditure Data 

Personnel 
Hardware 

Operating expenses 
Total 

I 

t 



$ Amount 



% 



100% 



Revenue Data 

Insti tutiofta^ly allocated 
Institutional chargebacks 
External funds. 
Total 



$ Amount 



100% 



0.8 
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Definitions and instructions (g.s) 



Definitions: 



1S3 
00 



Descriptive Statement : An attached. verbal statement tha*t explaiRS the .equipment , usc^r rates, and capabilities of t}fB 

computing-support reporting unit. . ,. ' ' . 

Percentage o f Computer Time by Activity Categorie s: The amount of computing time, expressed as a percentage, for the . 

activities of the instructioF of araduate and undergraduate students, the research performed by 
studejits and faculty, the administrative activities, and the activities of outside or noni nsti tution 
individuals and groups. - ' 



Percentage of Computer Time by^ j iser Cat egories : 



Expenditures 



Revenues : 



The amount of computing time, expressed as a percentage, used by 
-persons or^oups, reoardless of the type of activity being conducted. Yor ex'ample, departmental 
users may conduct instrucJ:ion, research, and administrative activities. The departmental user 
percentage is a measure n^f utilization of the^computing 'time by that particular group. ^ 



The amount of dollars expended and relative percentage for the categories of personnel, hardware, 
and operating expenses. Personnel expenditures -are those expenses for #e gross salaries and 

3^on of capital 

those expenditures 
center. 



wages.- Hardware expenses' are Those expenditures made for the amoritiza^on 
purchased, and lease or rental charges for equipment. O perating ex penses are 
needed for supplies, materials, and other day-to-day expenses of the computing 



The amount of dollars and relative percentage received or designated to support the activities of 
the computing support facility. Institutionally allo cated are revenues budgeted for support of the 
facility by the computing center."nTese are" generally unrestricted funds earmarked for support of 
facility. Institution al chargebacks are revenues paid by other units within the institution for 
the use of the services of tfie computing facility. External funds are revenues paid by individuals 
and groups external to the institution for use of the computing facility's services. 



lostrgctions : 



Format G.8 should be completed by each separate computing support facility of the institution. For example, if there 
is one centralized or shared facility, this format should be completed only once. If, however, there is a separate 
facility for ailministrative and "academic computing support, each facility should complete the format. Departmental ly 
owned and operated machines should not be" included in this section, but will be reflected in Program Statement 
section A of this manual. Computing facilities that are formally part of an institwte^or research center should 
not be inclLjded here. . 
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